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Who’s the intruder in your files? 


Newest and finest dual-purpose typewriter for executive use... 





Announcing 


THE NEW SMITH-CORONA ee 
‘Eighty - Eight" CARBON-RIBBON typewriter! | 


Improves appearance of top 
executive correspondence 


—at low cost! 


The clean and crisp, print-perfect quality 
of the Smith-Corona Carbon-Ribbon 
“write” is really something to see. It’s dis- 
tinctive and impressive, sharp and even, 
warm and friendly. 

The Carbon-Ribbon feature is not an 
attachment, but built right into the ALL- 
NEW Smith-Corona “Eighty-Eight” Secre- 
tarial office typewriter. 


se - 





Here is the perfect low-cost answer for 
outstanding executive typing. 

And now, perfect copy can be typed 
right in the office for clean and sharp 
reproduction by photo-offset, multilith, 
photostat or photoengraving. 

See and try this amazing new Smith- 
Corona Carbon-Ribbon typewriter in your 
office. Call any Smith-Corona Full-Line 
Dealer or Branch Office (See your Classi- 
fied Telephone Directory). A representa- 
tive will call by appointment. 


Smith-Corona Inc Syracuse 1 N Y Other factories in Toronto, Brussels, and Johannesburg. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines & Cash Registers, Vivid Duplicators, Carbons and Ribbons. 
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FOR ALL NOISY 
OFFICE MACHINES 





Noise hikes payrolls when employees grumble, “That noise drives me 
nuts!”. Noise is the source of the most costly losses facing business 
offices, costing U.S. business $4 million per day. 


Lost time because of illness, constant nervous tension and irritability, 
employee turnover among machine operators are directly traced to 
noise. 

SOF’TONE kills the nerve racking pitch of noise at its source. The 
new sound is pleasant, making noisy business machines very quiet. 


Increase production and take noise off your payroll with SOF’TONE. 


©1950 Results guaranteed—Or You Do Not Pay! 
pein: Write today for details. Give machines, 
makes, models you use and measurements. 





11 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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IN HANDLING TR 
WITH THE \ 


TRAVELETTER SYSTEM 


eliminate expense checks 

save accounting time 

eliminate rush in approving expenses 
provide sound control of traveling expenses 
reduce cash advances 

prevent lost time — and lost orders 

build morale among your representatives 


The Traveletter System is safe but flexi- 
ble, as proved by 60 years of use. Its 
dependability, efficiency, and value are 
demonstrated by its renewal rate among 
thousands of users —better than 96.5%! 
Here are a few of those users — 





American Cyanamid Co. (since 1935) American Home Foods (since 1949) 
Prentice-Hall, Inc. (since 1935) R. G. LeTourneau, Inc. (since 1932) 
Binney & Smith Co. (since 1925) Lionel Corporation (sinte 1935) 
Bauer & Black Div. of the Kendall U. S. Time Corporation (since 1936) 
Company (since 1952) Western Electric Co. (since 1937) 
Wm. Wrigley, Jr., Co. (since 1906) A. C. Gilbert Co. (since 1934) 
International Cellucotton Products Co. Sunkist Growers, Inc. (since 1935) 
(since 1932) Pennsylvania Salt Mfg. Co. (since 1950) 
True Temper Corp. (since 1935) Commercial Solvents Corp. (since 1951) 
Diamond Alkali Co. (since 1948) W yeth, Inc. (since 1944) 











If you regularly send money to men in the field, you'll 
want to read our fully descriptive brochure. It will ex- 
a0 the Traveletter System to you, show you how 

raveletter saves money and makes money for your com- 
pany. Write to Traveletter Corporation, Greenwich, Conn. 


TRAVELETTER 


SINCE 1894 
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get more done with P-A-X 


If it’s cutting down overhead you’re 
after, a P-A-X Business Telephone 
System will do it! Its completely 
automatic inside telephone service 
cuts right through costly delay and 
confusion. 

Let’s say you’ve installed P-A-X 
telephones for the use of your execu- 
tives and key employees. Virtually 
every fact and instruction which keeps 
your operations rolling can then be 
exchanged in seconds... . at the turn 

Automatic Electric Sales Corporation 

1033 W. Van Buren St. Chicago 7, Illinois 

Gentlemen: 


Please send me full information 
on P-A-X Business ‘Telephone Systems. 


Name 
Company: 
Street & No. __ 


of a dial . . . without a man leaving 
his desk. The walking, waiting, fa- 
tigue and errors your people can thus 
bypass each day will add up to signif- 
icant savings. You'll feel the good 
effects of P-A-X communication 
throughout your operations! 
Thousands of delighted users in 
every type and size of business are 
now enjoying the benefits of P-A-X. 
To get the facts, send in the coupon 


today. 
— 
oa P. A -X telephone 
systems 


aN 
AUTOMATIC 7 ELECTRIC 


business 
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The author posed for this month's cover in 

TVA's health and safety division files. The 

photo was taken by J. W. Miller and print 

was made by Granville Hunt of TVA's photo 
and blueprint shop. 


Kk you were working late one night, 

and came quietly upon a furtive char- 

acter in your file examining a docu- 
ment by flashlight, what would be your 
first reaction? Notify the police? Call 
the FBI? Your immediate reaction 
would depend on who you are, the kind 
of organization you represent. 

But take off the hat and overcoat, 
put away the flashlight, and turn all 
the lights on. Now, do you know any 
about this fellow than you did 
Maybe you do and maybe you 
don’t. Many busy administrators con- 
sider staffing the file unit, or 
department, or whatever they call it, a 
matter of such small that 
they are inclined to shrug their shoul- 
ders and tell somebody else to see to it. 
More than one has lived to regret it. 
and other 


more 
before? 


rece yrds 


consequence 


Correspondence reeords 
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Intruder 
In Your 


Files ? 


BEN F. GREGORY 
Office Methods Staff 


Tennessee Valley Authority, Chattanooga 


active file in an endless 
regard for unscheduled 
sick leave or sudden resignations. But 
service requests are just as real and 
important the day an experienced em 
ployee has left as the day before. It’s a 
neat trick in file administration if you 
can maintain top-notch reference serv 
ice even when 75% of your file staff 
is out with the flu. 

The daily workload in the average file 
is so heavy that there is a normal tend 
ency for its supervisor to want 
employees to begin to do their part of 
the work at the earliest 
ment. This inelination increases di 
rectly in proportion to the work pres 
sure. In extreme cases the file supervi 
sor may be forced by this pressure to 
put a new employee to work at simple 
tasks, hoping to get time later to explain 


travel to an 
flow, without 


new 


possible mo 





things. Such a gamble can lead to em- 
barrassing complications later when re- 
quested records can’t be found. More- 
over, it places the new employee at an 
unnecessary disadvantage, and may de- 
velop in his mind a serious question as 
to the overall integrity of the file organi- 
zation. It is highly important at this 
stage of his employment to establish 
in his mind a firm impression of the 
orderly processes which altogether com- 
prise the reference service function of 
the file. 

“Small potatoes,” you may say. “Mere 
chicken feed!” You may be quite right, 
depending on the extent and complexity 
of your responsibilities in the organiza- 
tion. The fact remains that good file 
service is, at minimum, an important 
feature of good administration. It will 
cost you next to nothing to adopt a few 
simple principles which will go far 
toward making and keeping your file 
service top-grade. All you have to do is 
hand your file supervisor a set of these 
principles and say, “Look, this is what 
I'd like you to follow from now on in 
the file.” And what you'll hand Mr. or 
Mrs. or Miss Hardpress should look 
something like this: 

RESPONSIBILITY 


The file (or records department ) su- 
pervisor is fully responsible to (insert 


your organizational title here) for the 
establishment and maintenance of ae- 
ceptable service standards in the file(s). 
This includes full responsibility for the 
selection, from certified candidates, of 
all subordinate emplovees in the file(s); 
planning and providing adequate orien 
tation and on-the-job training for all 
subordinate employees requiring it; al- 
location and routine supervision of all 
file work; preparation of regular and 
special progress reports; routine liaison 
with all officers and employees of the 
organizations served by the file(s), as 
necessary; and periodic preparation of 
service ratings for subordinate 
employee. 
COMPENSATION 

The 


each 


salaries of all file (or records 


department) employees are established 
by the Personnel Department in aceord- 
ance with company (or corporation or 
agency) policy of equal pay for equal 
responsibility. Selection and promotion 
of employees are on the sole basis of 
merit and efficiency in the file organiza- 
tion, and are not influenced by any per- 
sonal consideration. 


SELECTION OF EMPLOYEES 


The supervisor of the file(s) care- 
fully reviews the personal history files 
of all certified candidates for any job 
vacancy existing or expected in the 
file(s). He then arranges for personal 
interviews with two or three of the best 
qualified candidates if this can be done 
without inconvenience or expense to the 
candidates, and without commitment of 
any kind. Such interviews are arranged 
by the Personnel Department, and 
should be as informal as possible, since 
they are only get-acquainted meetings. 
Following the personal interviews, the 
file(s) supervisor makes the final selec- 
tion for the vacancy. This is the candi- 
date who, besides having ample quali- 
fications for the job, intends to stay 
with it long enough at least to warrant 
the trouble and expense of his training. 
While ambition is a desirable quality, 
candidates who evidently do not care for 
file work, and intend to use it as a tem- 
porary foot in the organizational door 
until they can get the kind of job they 
want, don’t usually stay long enough to 
justify their training. Other qualifica- 
tions being essentially equal, of course 
it is natural to select the candidate of 
pleasing appearance and personality 
rather than one of lesser charm. But any 
supervisor worth his salt recognizes the 
potential dynamite a new, good-looking 
employee, even though endowed with 
he best of intentions, can throw into 
4 small organization. 


INITIAL TRAINING PERIOD 

Any new employee, like a child, wants 
desperately to feel that he is a wanted. 
respected and important member of the 


on page 122) 


(Continued / 


THe Orvick—November, 1954 





Expensive Reflooring 


A. L, SODERGREEN 


Director of Research, West Disinfecting Co., 
Long Island City. N. Y. 


LOORS are a major capital asset, 

yet business and industry walks all 

over them—-literally and figuratively. 
During 1951, for example, industry 
spent an estimated $300 million on new 
flooring. A large percentage of this 
figure went to replace old, worn out 
flooring. Much of this expense might 
have been unnecessary with proper care 
and a systematic floor maintenance pro- 
gram. Few floors today get the care and 
attention they deserve. 

One reason for neglect is the highly 
controversial nature of the subject ot 
floor maintenance. Advice and opinions 
vary widely and sometimes discourage 
and hinder a systematic approach to 
the subject. All too often it serves as an 
excuse for doing nothing until a floor 
revamping of major proportions ean- 
not be avoided. 

New flooring is expensive. Based on 
reports of reliable floor contractors in 
urban areas, here are typical costs for 
new flooring: 

INSTALLED COST 
50,000 SQ. FT. 
$15,000 
18,000 
21,000 
27,000 
39,000 
44,000 
44,000 
65,000 
87,500 
150,000 


TYPE OF FLOOR 
Asphalt Tile 
Concrete 
Linoleum 
Hardwood 

Cork 

Rubber Tile 
Vinyl Tile 
Ceramic Tile 
Terrazzo and Mosaic 
Marble 


Unfortunately, there is no one prod 
uct that will protect and preserve floor 
ing in one effortless application. How- 
ever, the problem can be resolved to 
four fundamentals which constitute the 
approach to a good floor maintenance 
program : 

1. Cleaning. 

2. Sealing. 

3. Maintaining. 

4. Systematic regular inspection. 

Once these four essentials are adapted 
to a particular floor, the ground work is 
laid for a continuing floor maintenance 
program which can be followed 
nomically. The full functional life of 
the floor will be assured, and the need 
for premature resurfacing will be re 
moved, 


eCCO- 


See the Guide to Floor Maintenance on pages 10 and 11. 
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GUIDE TO FLOOR 


CLEANING 


SEALING 





Remove waxes by careful scrubbing with oilbase 
soap. Paste waxes can be removed with accep- 
table thinner. 


Scrub with clear water; allow to dry thoroughly. 


Buff with No. 00 steel wool. 


Seal thoroughly cleaned, dry linoleum by apply- 
ing heavy, even coat of acceptable penetrating 
varnish sealer; allow 15 minutes for penetration; 
wipe up excess with clean dry rags. 

Buff with steel wool 

Apply second and third coats of sealer as 
needed, buffing with steel wool between appli- 
cations. 





Clean with mild oil-saponified liquid soep, 
diluted according to manufacturer's directions. 


Rinse with clear water and allow to dry 


thoroughly. 


New linoleum has been finished by the manu- 
facturer and should not be sealed. 





Scrub carefully with proper dilutions of ap- 
proved soluble powder cleaners of mild liquid 
soap. (In badly deteriorated tiles, colors may 
run even with plain water.) 

Rinse and allow to dry 

Buff with flexible pad of No. 00 steel wool in 
polishing machine. 

Pick up all residue with vacuum cleaner. 


Apply at least 2 thin coats of an acceptable 
mastic sealer, specially designed to prevent 
color running from subsequent floor maintenance 
treatments. (So-called ‘'grease-proof'’ asphalt 
should not be sealed). 





Brush loose dirt from floor. Old, porous rubber 
should be first buffed with No. 00 steel wool. 


Clean with acceptable soap or special rubber 
cleansers according to directions. 


Rinse and allow to dry thoroughly. 
Buff thoroughly with No. 0 steel wool. 


Rubbe, tile floors should not be sealed. 





On newly installed floors, 
bonding cement to set. 


Clean thoroughly with mild type scrub soap. 


allow 7 days for 


Apply 2 coats of approved penetrating varnish 
sealer to the thoroughly dry floor. Buff each 
coat with fine steel wool 





Scrub with acceptable cleaners until all traces 
of old soap films and other foreign materials 
are completely removed 

Rinse and remove excess water with squeegee 
Allow to dry thoroughly, then test smal! area 
with water to see that pores are open for pene- 
tration. 


Densify with | or 2 coats, as needed, of ap- 
proved terrazzo sealer. Avoid building up sur- 
face film 





Clean with acceptable soap-type cleaner; rinse 
thoroughly with water 


Seal severely etched tile with coats of thinned 
varnish sealers of approved type. Allow time 
for thorough drying between applications. 
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Wet surface: clean with acceptable mild scrub- 
bing soap. 


Special resinous sealers are effective on exposed 
installations. (Most sealing problems of marble 
cannot be generalized. A flooring expert should 
be consulted prior to treatment.) 





THe Orrice—November, 1954 





MAINTAINING 


INSPECTING 





Apply | or 2 thin, even coats of acceptable water 
emulsion wax, or maintain surface with deodorizing 
cleane; containing wax. 


Control dust on well waxed floor with approved 
oil-base antiseptic compound. 


Watch for uneven wear of surface; correct with 
protective coating of wax. Clean and reseal if 
wear is extreme. 


If finish becomes dull, clean and rewax. 


Check freauently to make sure routine cleaning is 
getting all dirt and other foreign materials before 
they become imbedded. 





Maintain original surface with thin, even coats of 
approved water-emulsified wax finishes as needed. 


If initial waxing is impractical, surface can be main- 
tained with approved cleaner containing wax. 


Control dust with approved oil-base 
compound. 


antiseptic 


Follow same procedure as above for old linoleum. 





Apply at least 2 coats of approved water emulsion 
wax, buffing with No. 00 steel wool between each 
application. 

Brush daily with soft hair brush. Clean periodically 
with deodorizing cleaner containing wax. 

Control dust on well waxed floor with approved 
antiseptic compound, applied by either spray or 
mop. 


Follow same procedure as recommended for lino- 
leum. 





Apply thin, even coat of water emulsion wax, allow 
to dry until hard. 

Buff with steel wool and repeat with second coat of 
wex. 

After waxina, buff systematically to reduce number 
of washings. 

Control dust on well waxed floor with approved 
antiseptic compound. 


Follow same procedure as recommended for lino- 
leum, except for sealing. 





Apply at least 2 thin coats of acceptable water 
emulsion wax and buff. 


Follow same procedure as for linoleum. 
Watch particularly for scuff marks and nicks which 
mean area should be resealed against heavy wear. 





Treat dry, sealed surface with acceptable cleaner 
containing wax, ‘ 


Use a soft bristle broom or brush daily. Repeat 
applications of wax-cleaner occasionally. 


Watch for dull or discolored areas. These should be 
cleaned and rewaxed at once. 


Make sure the sealer coat is in good condition at 
all times to prevent pitting of the surface 





Wax with approved water-emulsion wax or with 
deodorizing cleaner containing wax. 


Use antiseptic dust control compound in sweeping. 


Watch for dull or discolored areas. These should be 
cleaned and rewaxed at once. 





Acceptable water-emulsion waxes may be used 
An antiseptic dust control compound may be used 
on waxed floors. 


Make sure that routine cleaning is removing all 
dirt, stains and discolorations. Make sure the 
cleaner is not harming the floor surface 
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Manual 
Workers 
Earn More 
Than Office 
Workers 





HE wage-earning manual worker 

~arns more today than the white col- 

lar employee, according to Robert 
K. Burns, professor of business and so- 
cial science and executive officer of the 
University of Chieago’s Industrial Re- 
lations Center, who traces the changing 
income status of wage-earners and white 
collar employees since the 1890’s in the 
university’s Journal of Business. The 
average annual earnings of salaried em- 
ployees in 1890 were $860 a year while 
wage-earners were getting only $457. 
Income of salaried employees stepped 
up rapidly during the 1920’s while that 
of the wage-earner fluctuated and _ in- 
creased less rapidly. By 1928, the aver- 
age salaried employee was making 
$2,398 a year while the wage-earner 
lagged behind with $1,372. 

Differences during the depression 
were more marked. Salaried employees 
fell to an average weekly earning of 
$30; wage-earners got as little as $18 
on the average. 

More recent data show the income of 
the wage-earner has increased tar more 
rapidly than that of salaried employees. 
The biggest spurt came during the war. 
sv 1943, wage-earners had passed sal- 
aried employees, receiving an average 
weekly wage of $45 compared with $43 
for salaried employees. Reconversion 
caused wage-earners to lag in 1946 and 


12 


49, but since the outbreak of the Korean 
War, the average weekly income of the 
wage-earner reached $69.24, while that 
of the salaried employees reached $66.63. 
This gain by manual workers was made 
during a period when they were also 
obtaining increased benefits which tradi- 
tionally had beloaged only to salaried 
em.loyees (paid vaeations, insurance 
and health plans and similar supple- 
mentary benefits). 

The salaried employee, Prof. Burns 
points out, is better off in being less 
subject to major fluctuations in income 
and less likely to be laid off when a 
business setback occurs. This change in 
earnings relationships has oecurred even 


This photo appeared with an incorrect caption 
last month. The young lady is showing an Emp 
high speed electronic multiplying punch, 
product of the Samas Div. of Underwood Corp. 
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Hy cotiaw « Aeb.Allen 


The only major manufacturer of business machines selling 
such a complete line through independent dealers everywhere 








For low cost and 
R. C. ALLEN Adding Machines, like 


Model 815 illustrated, deliver a greater ; 
measure of service, are unmatched for Model 65; capacity 
speed, ease of operation. 9,999.99 with di- & 
Sizes range to 13-column capacity in 

electric and hand-operated models. Will add am 
SNeesck vellticks, de aa Adin Only $135.00 
model is an outstanding value, built 

in the tradition of unrivalled quality. 


high utility, see 


rect subtraction. 


The R. C. Allen line also includes a... 














CASH BREGISAZERS -BY 





There is a specialized R. C. Allen 


cash register ideally suited to every need. 


All do double duty, combining cash 
register protection and information 
with adding machine convenience. 
Model 210 illustrated is one of the 
most popular models in the line, 
erfect for any retail store. Totals to 
899,999.99, segregates sales by 
clerks, departments, commodities, 





f 


aN 


One of the most 
popular models is 
all-purpose Model 
100-D, with 
9,999.99 capacity 
and many features 
usually found only 
in much higher 
priced machines, 
Costs only $195.00. 


..- wide array of specialized cash registers 


| 
| 


























ss 


TYPEWRITERS BY 





R.C.Allen © 





For a standard 
office typewriter at 
the lowest price in 
history, see the “R. 
C.” Model. Nothing 
omitted, this is a 
complete standard 
typewriter, but 
costs only $140.00 
plus tax. 


R. C. Allen has made history with the 
introduction of a new standard of 

the industry, the beautiful VIS-O-MATIC 
with 38 points of superiority. 

Margins are both visible and automatic. 
Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 





..-two outstanding typewriter values...and... 











S&S BC.Allen 











R. C. Allen bookkeeping machines, like 

all the other R. C, Allen office machines, are 

designed and built to give utmost service, 

maximum dependability, at lowest cost. able from the factory, sales division 
Economical desk model 1302 illustrated 

has modern front-feed carriage, automatic 

tabulation, automatic credit balance, is fully R.C.Allen Business Machines. Inc. 

carriage controlled. Ideal for accounts receiv- 

able, payroll, all commercial bookkeeping. 679 Front Ave., N.W., Grand Rapids, Mich 


Free literature and information avail- 


---@ superb line of bookkeeping machinee 














F you operate | ate 

£ y plan TO OP wit or 
0 Ou rintin ie 

yvalicating facilit! 


YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes .. . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRILLS: ane Tonia 
For standard run of loose- Challenge 


leaf work. Also adapt- 
able for variety of . TRADE-MARK @ 
novelty jobs. 9 styles 

4 available — hand, 
foot, power models. —— a 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF ‘ j . -. Send details as checked below: 
PRESSES: ~~ } [] Paper Cutters [_] Paper Drills 
Always a sharp {_] Proof Presses (_] Paper Punches 
clean impression; 

easy operation. eee es 


Full selection of 5 . 
styles — 5 sizes. 2 Full Address 


-— of fe ew em ew ee oe ee @ 


Maii coupon for specific information "Me oewese = 2 = ow 
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rue PREF IXT way 


THE SECRETARY’S TIME SAVER! 
THE EXECUTIVE’S DIVIDEN.D! 
Seat the little black hand around the clock 


with the PREFIXT SYSTEM OF SECOND 


SHEETS! Many well informed Secretaries have 


discovered the tremendous time saving afforded 


by these “‘instantly ready” second sheets. No 
fuss——no mess——-with last minute rush letters 


now! 





Executives recognize the value of increased 
office production made possible by PREFIXT 
SECOND SHEETS because each set has its 
carbon attached. 


Vanulacturers of 


Cone time JAF F/X 7 carson Forms ) 


Write today for 
name of your near 
est dealer and samples of 


PREFIXT SECOND SHEETS 








NE WP O'R *T News FORMS COMPANY %$8'C¢ . 


Box 976 Newport News, Virginio 


THe Orrice—November, 1954 














though there has been a_ tremendous 
expansion in the number of white collar 
employees during this period. Though 
the number of jobs has increased, com- 
petition for jobs has also increased. 

One reason for the leveling off, Prof. 
3urns believes, is the expansion of the 
public edueation system. Once those 
capable of doing clerical work were a 
relatively small part of the population. 
Now, with the majority of all employed 
persons having the equivalent of three 
years of high school, educational re- 
quirements no longer limit competition 
for white collar jobs. He believes it is 
unlikely that in the foreseeable future 
the income of .salaried employees will 
exceed that of wage-earners. It is also 
possible that a lower level of business 
activity may strike more severely at the 
economic security of white collar em- 
ployees than has been true in the past. 
In addition, technological improvements 
in office and sales procedures through 
automatic office equipment and _self- 
service techniques may cut into employ- 
ment opportunities for white collar 
employees. 


Avoid These 
Systems Pitfalls 


LESLIE H. MATTHIES 
Vice President, Los Angeles Chapter. 
Systems & Procedures Assn. of America 


Sometimes the man of limited systems 
experience can do a better job if he is 
aware of some of the more common pit- 
falls. If the “old timers” can warn him 
against errors that they have made, he 
is that much ahead. Here are 11 of the 
more common errors: 

1. Don’t develop a system around 
the unique performance of one indi- 
vidual. Create your system on the ex- 
pectation of only normal abilities. 

2. Don’t try a radical systems plan 
on any bigger scale than you can help, 
before proving it. Try it out on a small 
scale before you go whole-hog with it. 

3. Don’t drop a new system into 
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efpe do coin! 


Slips pile up your medical 

costs and compensation payments. 
They inflate your payrolls, leave 

you wide open to law suits, and very 
likely, increase your insurance premiuras. 


Isn’t it time you were introduced 

to LeGsurE, the modern Safety Floor 
Polish that reduces slip-fall 

accidents by up to 98%? LEGSURE 
gleams without buffing, minimizes 
scuffing and retains its slip-resistance for 
months without the need for stripping. 


It saves you Big tangible dollars, 
too, on floor maintenance. Up to 
25% on material. Up to 50% on labor. 


Write today for full information. 


*Sold only by the LEGGE Company 
and its authorized representatives. 


Dept. W-11, 101 Park 
Ave., New York 17, 
N. Y. Branch offices 
in principal cities. In 
Toronto — J. W. 
Turner Co. 
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SHARP, CLEAR COPIES 


—- 


DIRECT PRINT MACHINE 
ution the madln shel 14 





Patapar 
Translucent 


Parchment 


Patapar Translucent Parchment, a new 


type of Patapar Vegetable Parchment was ! : ue 
| chine or form for the present conditions. 


developed especially for use as master 


sheets for direct print copy machines. Its | 


clean, even texture and full translucency 
provide fast and uniform penetration of 


infinitely clear copies every time. 


typewritten copy and pen or pencil entries. 


With this high quality translucent mas- | 
ter, accurate copies come naturally. It is | 


ideal for layouts, accounting records, proofs, 
graphs, invoices, price sheets, charts, draw- 
ings, order copies, payroll records, 
announcements, sales reports, financial 
statements, inventory sheets. 

For proof of outstanding performance, 
write on your business letterhead for folder 
containing testing sheets. Name of nearest 
distributor on request. 


Paterson Parchment Paper Company 


i \ Nea } 


Headquarters for Vegetable Parchment since 1885 


| tain 
Patapar Translucent Parchment has an | 

. . . | 

excellent writing surface — erases easily. It | 
takes printing with regular or opaque inks, | 


or group. 


| the line operation without providing for 


careful guidance. Nurse a new system 


_ along. Give the details your personal 
| attention. 
| minor kinks. If you don’t do this, there 


Smooth out the inevitable 


is a good chance that your new system, 


| even though basically sound, will fail. 


4. Don’t tell 


people how “we used 


| to do it back at Old Oshkosh Co.” The 


principles of a good systems operation 


| apply everywhere but the details will 


vary according to particular conditions. 
Secause your system did work well at 
Old Oshkosh, even down to the last 
detail, that is no proof that it will work 
for your present company. 


5. Don’t get gadget happy. You 


| may have a pet machine, or form, or a 


pet way of doing something that has 
worked well once. Don’t try to install 
this pet gadget at every chance you 
get just because you are familiar with 
it. Oftea it will not be the logical ma- 


6. Don’t let your management expect 
miracles from you. This error is obvious 
and you cannot come through under such 


| conditions. Systems work is merely the 
ultra violet rays. The result is speedier and | 


application of common sense using cer- 
tried and proven systems tech- 
niques. 

7. Limit your experimentation. Don’t 
try to put in everything radical and new. 
Research must be limited for economical 
reasons. For the most part, use the tried 
and proven techniques. Then develop 
new and better methods cautiously. 
Management cannot afford many systems 
failures, and you are asking for failure 
if you experiment with everything at 
once. 

8. Don’t overlook systems details. The 
last bit of data carried in the system 
should be analyzed because lack of con- 
sideration for details has caused more 
than one system to fail. Systems is 
peculiar in this respect. Systems details 


| do not take care of themselves. 


9. Don’t be partial to one department 
Your systems 
man is almost directly dependent upon 


success as a 


| your fairness to all sides and your care 
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GET THIS DISPENSER © 
...when you buy this 


LIMITED OFFER! Buy one of <@& >” Pr. 
these new ‘Scotch’ Brand ,@ ga" i. 4 
Deluxe Desk Dispensers and 
twelve 1296-inch rolls of %” 
“Scotch” Cellophane Tape 
(new low prices on tape now in 
effect!). An additional Deluxe 
Desk Dispenser will be given 
you at no additional charge! 
Better grab this opportunity 
to equip every desk with these 
time-saving dispensers and 
ever-useful “Scotch” Cello- 


phane Tape. Ask your supplier Reg. U.S. Pat. Off. 
for Deal “S’”...but better 

hurry— offer is limited! 

NOTE—J/f you prefer tape in 


the 3/," width, ask for Deal ‘‘R’’, — 


Same two dispensers he 
Same swe tispensers for the Eellophane Tape 


uta te 


Py >, 
The term “Scotch” is the registered trademark of Minnesota Mining and Manufacturing 13M 
Company, St. Paul 6, Minn. "*aeee® 
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Qa 
BE COMFORTABLE ? 





Meilink has raised the handle and lock 
on its C label single door safes 

Result: no stooping, more comfort. A little 
thing but welcome. Your Meilink dealer 
would like to show you some of the 

big things about Meilink safes. And he 
will help you select the size and 

type best suited to your needs. See 
the Yellow es or write Meilink Steel 
Safe Company, 1672 Oakwood Avenue 
Toledo 6. Ohio 


with Meuin ti for keops 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 
Please send me your folder on Hercules insulated 


steel files. 





Name 


Company- 


Zone 


City State 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
l 
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ful adherence to advocating that which 
is good for the entire company. Avoid 
taking sides. 

10. Don’t grab eredit. Not only give 
all the credit that is due for help that 
you receive, but give credit beyond that 
which is due. If everybody who has to 
operate the system is against it, even 
your boss’s backing may not prevail. 
The quickest way to get people on your 
side is to give them eredit for ideas. 

11. Don’t give orders to the line work- 
ers. Systems work must be done on a 
staff basis. A staff man only advises. 
Let the line supervisor give the orders 
and make all your suggestions directly 
to him. If an operator asks for your 
help, contact his supervisor before you 
give any instructions. 


Capitol Records to 
Build a Round 
Office Building 


ROUND office building, designed by 

Welton Becket & Associates, will be 

the new home of Capitol Records, 
Inc., in Hollywood. The chief reasons 
for choosing the cireular design were 
functional features: economy of con- 
struction, operation and maintenance: 
maximum utilization of space and effi- 
ciency of operation. The 2-million-dollar 
building will be 13 (150 ft.) 
which is limit height for the Los Angeles 
area. The structure will be composed of 
a reinforced concrete cylinder, 12 stories 
high and 90 ft. in diameter, rising above 
a rectangular, one-story base 82 ft. wide 
by 180 ft. long. 

Total gross floorspace will be approx- 
imately 91,900 sq. ft. Net usable floor- 
space will be approximately 78,034 sq. 
ft. including corridors. Total area of 
each circular floor will be approximately 
6300 sq. ft. Capitol Records plans hous- 
ing its entire home office operation here, 
ineluding studio and recording facilities, 
and will occupy approximately 45% of 
the building, the balance to -be leased. 

Functional advantages of the design 


stories 
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pow YOU CAN ELIMINATE 
OGRATGCHY Necpurs 5 


TeREAst 


DICTATING 


EFF, 


~— 


featuring 


(NO NEEDLE) MAGNETIC DICTATING 
plus Miracle Magic Eraser 


ADVANTAGES OF MAGNETIC RECORDING DISADVANTAGES of Needle or Jewel 
1. Does not destroy medium (disc). There- type dictating machine! 
fore the Rex Recorder disc is reusable 
10,000 times or more. (10,000 uses on . Needle or Jewel destroys medium (disc 
ordinary arn machines would cost or belt). Cost to you, the user, from 
a minimum 00—and as much as .04 to .13 per use. 
$1,300. You have a definite hard cash 
savings with the REX RECORDER.) - Needs more expensive construction. 
. Simple construction. (Makes for a more (cutting Jewel type.) Therefore machine 
repair free and less eet con- usually costs $335 or more per unit. 
structed product. The RECORDER 7, 
costs only $265 per unit.) - Quality of cutting type recording de- 
. Because of no cutting jewel the REX creases with use of cutting jewel or 
RECORDER discs never decrease in tone stylus. (Recording head is expensive to 
and quality. replace.) 
See for yourself why REX RECORDER TRIPLED sales in one year. 
Talk with any unbiased dictating machine man or better still—ask the man who uses a REX 
RECORDER. You will be pleasantly pleased with the overall savings and the simplicity of operation. 
Without any obligation you can arrange to have a FREE demonstration at your office. 
Write for the name of your nearest Authorized REX RECORDER dealer. 








EXCLUSIVE NATIONAL DISTRI 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue Pe. ho ee Ao 16 New York e MUrray Hill 4-3554 
ESTABLISHED 1923 
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won't 
messes up 
but the right 


Cursing a Blue Streak 
cure the curl that 
duplicating jobs... 
paper will. 

A paper that lays flat... and 
stays flat requires a little more 
effort to make, but it pays off in 
easier, trouble-free performance 
on any type of office duplicating 
machine. 


makes that 
. right on the paper 
The result? A line of 


Eastern important 
effort .. 


machine. 


Business Papers especially 


adapted to office duplicating. 


You'll find Eastern Papers will 
perform better look 
better with clearer, sharper im 
pressions every time 


. and 


Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond 
and Atlantic Duplicator all 
with a wide variety of attention 
compelling colors—and Atlantic 
Opaque in brilliant white. Write 
or phone for sample packets or 


sheets. 


ATLANTIC BOND Pinas PAPER 


MADE BY EASTERN CORPORATION «+ BANGOR, MAINE 
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are illustrated by a comparison with the 
conventional rectangular plan. In 
straight line planning, the core facilities 
of a building (stairs, elevators, toilets 
and duct shafts) usually occupy 20% 
of the gross floor area. The cireular plan 
provides these services within 14% of 
the floor area. Since these facilities are 
placed in the center of the circle, they 
are equi-distant from all extremes of 
the building for maximum efficiency. 
The lineal feet of perimeter wall re- 
quired to enclose an area of approx- 
imately 6300 sq. ft. for the various 
shapes of plan is as follows: rectangu- 
lar, 350 ft.; square, 320 ft. and round, 
280 ft. Thus the cireular plan permits 
a saving of from 13% to 20% in outer 
wall construction. In heating and air 
conditioning a building, the greatest heat 
loss and heat gain are through these 
outside walls. A reduced area of perim- Line 
eter wall results in reduced cost and tea" 
higher efficiency in cooling supply lines Model of the round office building of Capitol 
at the center of the cirele. Records, Inc., in Hollywood, Calif. 





awh NUMBERED —— 


\Avikoqrat 


say Finally, Cisade and ACCOUNTANTS 


“We're interested in records . . . accurate rec SOLVENT - ACTIVATED 
ords that simplify depreciation of equipment for ADHESIVE BACKING 
tax, insurance and accounting purposes. These (No Screws, Tacks or Tools) 


attractive, easy-to-read tags, eliminate reporting ‘ / 
errors. To say that they've paid for themselves mev Hick, 


is an understatement 
—_— € EERING / = “SERIALLY NUMBERED AUTO- 
: OWN (meer rrrrry soe 
, MOOR wr GRAPHS" are produced from lustrous 


naar 
: 016" Satin Aluminum. They're much 
more durable than foil or paper labels 
more impressive and easier to 
mount than _ conventional ‘‘tags.” 
Mount them in seconds on both 
smooth and crackle finish surfaces. 
Simply brush solvent on the adhesive 
backing and press into place with 
your fingertips. You'll like the legible 
1 MEMORIA, black numbers and colorfully litho- 
Ms | HOSPITAL graphed copy. 


WRITE TODAY for samples and METALENAfT inc 


FREE beobict, ON toarn”©6©6 6 MASON CITY, IOWA, U.S.A. 


FECT PROPERTY CONTROL.’ 








Save time now wasted 
in retyping, copying! 


In your own office, check the time spent in 


retyping for extra copies—time that could be 
spent on more important work ... And you'll 
understand why the Bambino can add hours 
to your office day. 

Little larger than a typewriter and electrically 
operated, this new Ozalid" machine copies 
a letter in less than a minute, for less than two 
cents. And turns out up to 200 copies per 
hour .. . of anything typed, written, printed 
or drawn on translucent paper as wide as 


nine inches, any length. 


Tie BAMBINO makes extra copies cheap and 
plentiful. Reproduction is instantaneous 
on chemically coated Ozalid paper, film, 
or fabric, at high speed and low cost— 
without stencils, plates, inks or developing 
solutions. And delivers clear, dry copies. 

Economically priced at only $410, the 
}ambino will soon pay for itself even 
in the small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 

Or write for free brochure to 174 
Ozaway, Johnson City, New York. 
OZALID—A Division of General Aniline & 


Film Corporation... From Research to Reality. & 
In Canada, Hughes Owens Company, Ltd., Montreal. sin blah Bighe s 
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_leonotsttib 


AN 


This makes | 
the big 
- difference! 


Mite TO W. fe 


Look above and see how you can get 
Cleaner, sharper copies from your direct 
copying machine. 


The revolutionary new Transface translucent 
master form is printed both sides for 
maximum opacity of image and quality 
reproduction. That’s the big difference 
between Transface originals and ordinary 
master sheets. 


See for yourself what a difference it makes 
in your results. Try Transface, the best 
original on the market. 


Phone or write us and we'll be glad to send 
you samples to try on your own machine. 
No obligation of course. 


%¥ White Printing—Ozalid, Bruning 


and other direct copying machines 


translucent ANALYSIS PADS 
with reproducible and non-reproducible rules 


CUSTOM DESIGNED FORMS 
for every office use 
FEDERAL and STATE TAX FORMS 


FACE 


TRANSFACE PROCESS COMPANY 
333 Hudson St., New York 13, WAtkins 4-5985 


dealers throughout the United States 


2 Specialists in printing translucent card stock, specially 
designed work schedules and inventory control masters 
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Exclusive *AUTOMATION 


speeds all figuring work... 


makes the Monro-Matic the most 
economical automatic calculator! 


Here is an entirely new, an 
incredibly simple concept of 
figuring control. To operate 


the Monro-Matic requires 





no more skill than — 

1) feed it figures... 2) push buttons. 
That's all. Anyone can do it. The 
Monro-Matic controls itself automatically. 
Try the Monro-Matic with exclusive Automation a week or 
so on your own figure work, in your own office —on us. 
Monroe Calculating Machine Company, Inc., Orange, N. J. 


Sales and service everywhere. 


OPERATORS WHO KNOW... PREFER M O N RO E CALCULATING, ADDING, ACCOUNTING MACHINES 
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costs 


2. increases 


“| INK PENCIL 


efficiency 


rnefts [ee Goes all 


employee 
and 
management 


alike ~ The Z40-RiLE_ \nk Pencil is 6%, inches long. lt has a 
king-size ink supply that outlasts 10 lead pencils. 
HERE’S A FACT: Tests have proven that it costs $1.46 


in office time to sharpen 1 five-cent 
lead pencil. 


This —Z20-RiZE. Ink Pencil never needs sharpening. 

Thus, one —Z40-R2i7E_ Ink Pencil can save $14.60 in 
sharpening time alone. 

WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 


All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save money — save tempers. 00 
ORDER TobAy *3°. 


from your supplier per single dozen 


We'll send you a free Ink Pencil if you 
send us the name of your stationer. 


LLL JILL. Pen, Inc. * 241 Hudson Street * Hackensack, N. J. 
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NOW'S the time to 


EW REMINGTON RAND KOMPAKT FILE 
Y/ ‘the File with the Extra Drawer” 


Now for the first time since the invention of the vertical file, vou can 
have a desk-height file with 3 letter or legal-size drawers instead of 2 
..a counter-height file with 4 instead of 3 drawers...a 5-drawer file 
no higher than a 4-drawer unit...a 6-drawer file comparable to a 
5-drawer! 

loo, it means the new KOMPAKT file can save up to 50% of 
your floor space! And KOMPAKT has smoother operation...more 
modern streamlined appearance ...greater strength and durability! 

Right now, when vou're engaged in the annual transfer of files, 
is an ideal time to consider KOMPAKT. Get 10-page folder show- 
ing details of savings—circle LBV692. 


CLERICAL FILING COSTS WITH 
AG! | TRIPLE CHECK AUTOMATIC FILING 


Triple Check Automatic is a simple indexing system that’s faster by 
far than any other system ever devised. It enables clerks to file and 
find so much more quickly and easily that you save great amounts of 
clerical time—the biggest single item in vour filing costs. Circle 
LBV391. Use it in the new KOMPAKT files too. 
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MODERNIZE your filing 





TOMORROW 233 


—— ————_— 
ee 
{ 
== —— 


FILES WITHOUT WASTE WITH 
VARIADEX ALPHABETIC FILING 


You can climinate the waste of discarding inflexible index guides 
as your files expand. Variadex—the direct-expanding, color-keved 
index —permits unlimited file expansion at any time. Get particu- 
lars—circle LBV666. Use Variadex in the KOMPAKT files too. 


Whatever vour file problem our Business Services Department's staff 
is available...daily operations undisturbed, your personnel trained in 
the new system, and manual 


of procedures established. Room 2136, 315 Fourth Ave., New York 10. 


Save money by getting vour , 
ive money b getting you Kindly send literature circled: 


job finished promptly. For 1BV692 LBV666 LBV391 BsD2 LBv402 
details, circle BSD2 and 
LBV402. Name Title 

birm 

Address 


City Zone State 
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Take the daze out of paydays with McBee Payroll Poster 


With new deductions cropping up all the 
time, getting out the payroll has become a 
head-spinning business . . . and often an in- 
terminably slow job. 

Your simplest—and by far your most 
economical—way to get the job done fast 
is with the McBee Payroll Poster. 

Whether you have 30 employees or 3,000, 
the Payroll Poster gives you a complete rec- 
ord for each employee—from check to 
journal to the individual employee’s record 


card—all in a single writing. 

By telescoping three steps into one, the 
Payroll Poster saves time and reduces the 
possibilities of error. You don't need spe- 
cially trained operators. Checks and forms 
are custom-fitted to your requirements. 

The McBee man near you can give you 
a simple demonstration of the system so 
many firms in every kind of business are us- 
ing to speed today’s complex payroll work. 
Ask him to drop in. Or write us. 


McBee Payroll Poster reels off payrolls for companies like: 
Certain-teed Products Corporation * The Sherwin-Williams Company 
Kaiser Aluminum & Chemical Corporation * Stokely-Van Camp, Inc. 


THE McBEE COMPANY 


Makers of Keysort® Punch-Cards, Machines and Equipment. Div. of Royal McBee Corp., 295 Madi- 


son Ave., N. Y. 17. Offices in principal cities. The McBee Co., Ltd., 179 Bartley Dr., 


32 


loronto 16, Ont. 
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So 
‘A New Way of Life’ 


IN THE OFFICE... 





Privacy is the key to ‘‘a new 

way of life in the office’’! 
The dignity of individuals is 
maintained by privacy. Their 
value on the job is enhanced 
by privacy... and this 











new and better way of life in 
the office can be achieved 
easily and economically with 
Arnot-Jamestown modular 
PARTITION-ettes* and 
OFFICE-ettest. 















Separate, private work areas can be created with free-standing 
PARTITION-ettes just as easily as one moves desks, tables and chairs. 
No special labor, no floor drilling, anchoring to walls or ceilings 

are required. Arnot desks and work tables can be arranged to fit any 
space or personnel requirement. 













Private OFFICE-ettes for executives, supervisory employees, 
secretaries; conference rooms, file rooms and reception areas can be 
set up in minutes. With the Arnot system, the luxury of privacy, 
flexibility, comfort and convenience are gained throughout . . . adding 
up to “‘a new way of life in the office’! 












Ask for a demonstration of the Arnot system at your office 
furniture dealer or write for information. 






PRODUCERS OF  !he new Aino 











. Partition ettes Arnot Functional Off 
ARNOT- JAMESTOWN DIVISION 4 Furniture. Hospital and laboratory 
L Ut Ores AETNA STEEL PRODUCTS CORPORATION SID sae: Star toe ten a8 
or ites. Jamestown, New York rewpers frames. Kav Beaings. oye Met 
t Licensed under Du 9g Office Partitions (Aetnawa 
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rand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


offers compact department key ar- 
rangement for added control benefits 


Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts. 
and more... high-efficiency adding ma- 


chine as well. 
Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 


totals, subtotals automatically 


Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub- 
totals from add bar automatically. or 
use regular dual total key. or inter- 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 


Model 70-85-54 Keyboard. 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 

automatic credit balance 
Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated. 


Write today for free trial of any of these 
famous machines. Dealer franchises available. 


VICTOR ADDING MACHINE CO. chicago 18, Illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 
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WHY WASTE OFFICE TIME? 

KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT > 
yYouR RK! Weer ae 
COLLATING fk : : 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
Kee lox, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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GATES 

PERFORATOR 

Easiest action, large waste 
container. Compact, economical. 


MERCURY STAPLERS 
Wide range of models for 
every requirement 





BATES STAPLE 
REMOVER AND PUNCH 
instantly removes any staple. 
Punches @ hole up to 

@ thickness of 

eight pieces of paper. 


THe Orrice—November, 19: 











MAKES THE DIFFERENCE! 


TEMPO TODAY OFFERS YOU THE MOST COMPLETE LINE 
OF STENCIL DUPLICATING EQUIPMENT AND SUPPLIES 


Ml - ffl 
Tempo “Imperial 
King of High-Speed, 
Heavy-Production Duplicators 
$895.00 


geha dual-cylinder 


@ FOUR GREAT MODELS 
@ ELECTRIC AND HAND 
@ PRICES START AT $199. 


A DUPLICATOR—A STENCIL AND AN INK FOR EVERY 
CHURCH, SCHOOL, ORGANIZATION AND BUSINESS OFFICE 


WRITE TODAY FOR FULL INFORMATION 


MILO HARDING COMPANY 


Main Office 
SAN FRANCISCO § LOS ANGELES 15 PITTSBURGH 22 
141 New Montgomery St. 432 W. Pico Bovievard 317 Third Avenve 
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WHO AM I?...1am that comfortably old looking creation the boss is fondly nudging with 
his elbow. When I came to work for the boss I had a name—I was called a “Correspondence 
Sorter.”” It wasn’t long before the boss began referring to me as his “Office Secretary,” presumably 
because I became acquainted with everything that passed before his eyes. 


My boss is a very busy man with many callers beside his desk every day. My boss is an orderly person 
and prefers to have a neat desk. He is continually putting papers between my twenty indexed 
compartments. Such business records are easily filed and easily found. Confidential matters are 
hidden from prying eyes. Technical data is always at his finger tips. 


In the course of a typical day, the boss permanently disposes of many letters and initials them for 
filing. In the case of a Smead letter (for example) he initials and puts it in my “S” compartment. 
Just before closing time, Sally, the filing supervisor, transfers the Smead letter and all other disposed 
of correspondence, from me to the permanent files. You will note I have a tumble-head index 
which can be read from both sides. Sally likes me too. She says I save her lots of time. 


I have had a couple of business trips with the boss. After all I don’t weigh very much and he 
knows he can always turn to me for a quick and accurate answer. 


The boss says | am the most inexpensive secretary a man could have (probably because I require 
no upkeep and originally cost him, seven years ago, only $2.30). 


It is now questionable which of us will retire first. I hope (and have an idea) that he will put his 
arm around me and take me with him when he leaves the office for the last time. 

If you should want to get in touch with me you will 

be glad to know that my number is C-3) and that I 


am a member of the Smead family. Your local sta- 
tioner can introduce us. 
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‘Qiichimedes 


Lizenz 





HEINRICH DIEHL G.M.B.H. RECHENMASCHINENFABRIK 
NURNBERG .STEPHANSTRASSE 49. TEL. 4911 
WESTERN GERMANY 








. ] This newest development in photocopy machines, now available in one 
SLIM ple——compact unit, 15''x243%4"' overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


handsome—S6'ossv black with white trim — looks well anywhere. 


No matter how fine the detail, or what the colors, if you can see it in the 
accurate original you will see it in the photocopy. 


. Produces exact, letter-perfect copies up to 14'' wide—whether the original 
versatile is single or double sided, opaque or translucent, white or colored. 
hotorapid's legally accepted copies are ready for instant use, eliminating 
costly typing, hand copying and checking — or costly outside copying. 
With Photorapid you can make “ey side copies, double side (to reduce 
filing space), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably low cost. Also 
two-part models for copying from books without removing or injuring 
pages. 


fast In seconds your finished, perfect copy is ready. 


. Closed tight when not in use. 
unique advantages—Non-mete lic construction prevents corrosion. 





OFFSET USERS! 


Photorapid Transparencies make ideal masters for use 

with the new positive-working aluminum presensitized 

plates. From original to offset press in 6 minutes or less. 
Write for details. 











Dept. O-11, 105 Chambers St., New York 7, N. Y. BArclay 7-4150 
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Employee cafeteria of the Wachovia Bank & 
Trust Co., Winston-Salem, N. C., was more 
than doubled in size by extension of flooring 
into a ventilation court. Floorspace of en- 
tire 8-story building was increased 29% 
(black area at left) by extending all floors 
into the old court which is no longer needed 
since installation of air conditioning by 
Carrier Corp. Bank's original high ceilinged 
ground floor was divided horizontally to add 
another floor. 


( umera J 
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Engineers’ working areas were almost doubled in the same floorspace by installation of Globe- 


Wernicke steel Techniplan modular units in the engineering department of 
division of Union Carbide & Carbon Corp., Bound Brook, N. J. 





Bakelite Co., a 


Newly completed 
records department 
of the Industrial 
Training Institute, 
Chicago, contains 
450 Stax On Steel 
file units interlocked 
in 25 rows, 6 ff. 
high. Stax On Steel 
Transfer Files are 
made by _ Bankers 
Box Co. 








A classroom in the Belleville Township High School, Belleville, N. J., showing 20 Tiffany Model 
5002 Stands. 


L. to r. are Paul 
Matz and Dan Shan- 
non, co-captains of 
Notre Dame's foot- 
ball team, with 
Jackie Lee, a guard. 
Their helmets are 
labeled with  self- 
sticking, plastic 
Labelon Tape typed 
by the athletic office 
secretary. 




















Offices of Chicago Stationers, 


., showing Invincible No. 4530CB Desks, recommended for use 


by salesmen, receptionists and others who need a smatler desk top area and less drawer space. 


Offices of LeValley- 
McLeod, Inc.,_ El- 
mira, N. Y., are 
lighted by Edwin F. 
Guth Peerlites with 
Gratelite louvers. 
The I1-ft. ceiling 
was covered. with 
acoustic tile and fix- 
tures suspended to 
provide 50 foot- 
candles throughout 
the 84 ft. by 36 ft. 
area. 








Underwood Adding 


The women's news 
department of the 
Tucson, Ariz., Daily 
Citizen has broad- 
loom carpeting and 
Arnot Jamestown 
modular steel desk, 
table and file com- 
binations, supplied 
by Walsh Bros. of 


Tucson. 


and Tabulating Machines in the 
New York. 


office 


of the 


Chase 


National 


Bank, 














4 





Employees in the bookkeeping 
department of the Central- 
Penn National Bank of Phila- 
delphia can converse in nor- 
mal tones since installation of 
Owens-Corning  Fiberglas 
Noise-Stop ceiling baffles. 
Ceiling is concrete vaulted 
arch construction. 


This portable '/2-hp air com- 
pressor, made by the Le Roi 
Division of Westinghouse Air 
Brake Co., cleans machines in 
a west coast government office. 
Machines need not be brought 
to repair shop for cleaning. 
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NEENAH BOXED Bonds and Onionskins with 


TYPEWRITER PAPERS ‘splice from 25% to 100% 
pais rag content 


DONT BUY NEENAH 


TYPEWRITER PAPERS FROM YOUR STATIONER unless 


you feel that what you write is important: We don’t recommend 


Neenah’'s fine rag papers for note pads, memos or other temporary uses. 


But when you want the very best paper for reports, letters, surveys, 
second sheets and other important uses, ask your stationer for 


Neenah Boxed Typewriter Papers. 


Their long cotton fibers take repeated erasures without surface mar. 


They take repeated handling without dog-earring or breaking down. 


But most of all, Neenah Papers add prestige wherever they are useds 


And remember, the stationer who carries Neenah Boxed Typewriter 


Papers is also a good store for other quality office supplies. 


NEENAH PAPER COMPANY Me ae 
Neenah, Wisconsin GALLLL ‘se 


REM RITER PREERS 
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if fire struck 


your office tonighi 


you could have.... 


Complete destruction of valuable 
papers — like those you are now 
keeping in your desk. Nothing left 
here but a mass of charred, useless 


ashes. 


unless you have this 


VICTOR FIRE DRAWER 


Heavily insulated, the Victor Fire 
Drawer is tested and certified to 
protect paper contents from fire for 
at least one hour in severe heat 
reaching 1700° F. 


= important letters, records 
and other vital papers cannot be 
replaced. Their protection from 
fire is essential to you, your office, 
your business. 

The Victor Fire Drawer pro- 
vides this protection — certified 
protection right at your elbow... 


only an arm’s length from the 
papers in use on your desk. 
Remember...nearly half of all 
fires strike during office hours. 
Protect your “in work” papers all 
night, all day with a Victor Fire 
Drawer. For full information 
write today to... 


st. eCmungtlom Mba 


D&ta thew. s AGE Sa. VvVEitsSt On 


315 FOURTH AVENUE * NEW YORK 10, N.Y. 
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y all throug 


fresh and ga 


That's what saving tons® of ‘Tests show the amount of additional energy 
every working day will do for your j uired to operate 4 other well-known comparable. 
when they use the wonderfully - adding machines durigg an average 
effortless ADDO-X . . . thanks to Feat ati 8 hour working day e@Mmpared with ADDO-X. 
Touch. All this, plus ADDO-X’s j Machine “A” requited Slkmore tone 4 
Step-O-Matic Lever — that offers ci é Machine “B” required 4ilie 
performance at adding mac 
. whenever mul 
Write for new literature today! 


NE COMPANY, INC. 
145 WEST S71H STREET Mw YORK 19 WY. CIRELE 56-6940 


WEST COAST BRANCH — WESTCRMADUG MACHINE CORP, 292) BEVERLY. 
LOS ANGELES, CALIF 
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DO YOU 
ae | } P LAY 
RECORDS 








FASHIONED 
CRANK 


Crank turning is the outmoded way of 
playing victrolas, starting cars, grinding 
coffee, etc. So why run an inefficient, 
outmoded office. You can do away with 
the time-wasting, pencil-eating crank 
type sharpeners by getting a self-starting, 
electric, completely automatic Electro- 
Pointer and sharpen pencils the modern 
way. Saves time, saves pencils. See your 
stationer or write Stile-Craft. 


COMPLETELY AUTOMATIC! 


BE MODERN e 
WITH THE 7, 


1825 MACKLIND AVE. ST. LOUIS 10, MO. 
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try duplicating this... 


now you can RENT 
the world’s foremost 
duplicating system 
for as low as 

$7.50 a month 


For just pennies a day, you can 
install a complete, modern 

OLD TOWN Spirit Duplicating 
System in your office. You can 
rent one, a dozen or more of 
these precision-engineered 
Spirit Duplicators with no 
capital investment necessary. 


Even before you rent, you can 
have a 10-Day Free Trial... 

to prove for yourself how the 
versatile OLD TOWN Duplicator cuts 
paper work and saves both time 
and money. You'll find hundreds 
of applications — from sales 
letters, bulletins and reports 

to simplified billing and 

control systems — make all 

the copies you need of 
everything you can type, write 
or draw in 1 to 6 colors. 


Your old machine? Trade it in, 
That antiquated “smudge pot” 
is still worth money. Trade 

it in on the new OLD TOWN 
Duplicator. 


Get all the facts on OLD TOWN’S 
remarkable rental plan. Mail the coupon NOW! 
i 

Old Town Corporation, Dept. O-11, 345 Madison Avenue, New York 17,N. Y 
World’s foremost 
Please send me complete information Company Name 
on the OLD TOWN iInkless Duplicator 
including 10-day free trial, rental and Attention 


| 
I 
1 
| trade-in 
I 
i 


maker of carbons, 
ribbons, duplicators 
and supplies Present duplicator Address 


©) You may arrange a FREE Trial City Zone State 





CHANT is 


3 IN CALCULATOR 3 
5 
aN 
a 


A “ONE-TWO” OPERATION 
IN AUTOMATIC 


MULTIPLICATION 
AND DIVISION 


TO MULTIPLY 

Just 

1, Enter multiplicand 

2. Enter multiplier 

Read your answer in the dials 





TO DIVIDE 

Just 

1, Enter dividend 

2. Enter divisor 

Read your answer in the dials 


MARCHANT’S new FIGUREMATIC is the only calculator in its 
price range that brings you this automatic “one-two” operation in 
both multiplication and division. Call the local MARCHANT MAN. 
You'll discover that for fast, simple, accurate operation... 


Any way you figure IT’S MARCHANT! 


MORCHONT sess. 


SED ED ED ED ED GD GD GED GED GED GED GED GED GED CED GED CD CED CD a oy 


Find out how a MARCHANT calculator will help cut your figure- 
work costs and lighten your figuring burden. Mail this coupon 
with your business letterhead for free... 


Index to Modern Figuring by Marchant Methods. . . . [) 


Descriptive Literature on Marchant Calculators. . . . . () 


MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA site! 
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Sat/<This New Low-Priced Model 


Will Get You Started Doing 
Your Own Type Composition 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue 
Newark 5, N.J.M-14 


If you once thought you didn’t have enough 
type-composition work to warrant the pur- 
chase of a Vari-Typer—here is a special 
low-priced model which will pay for itself 
even if used only occasionally. A wide 
variety of type faces is available for this 
machine (Model M-11), giving it a wide 
scope of uses. The coupon will bring you 
the budget-purchase plan together with a 
type chart and literature. 


Please send me Vari-Typer Booklet 
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LLERS AND BLANKETS 


g machines 


MERCURY LITH RO 
for Multilith printin 


MERCURY-GRAPH ROLLERS 


aph duplicating machines 
g° 


a 


It takes a lot longer to wear out these extra sturdy rollers 
and blankets. The extra mileage is BUILT IN with materials 
tested for the severe punishment of huge commercial printing 
presses...far harder on rollers and blankets than office dup- 
licating machines. They’ll give you finer reproduction, too. 
Specify MERCURY and see! 


Ra Pi D Ro LLE R co. FEDERAL AT 26TH ST. + CHICAGO 16, ILLINOIS 


EASTERN OFFICE: 800 McCARTER HIGHWAY, NEWARK, NEW JERSEY 


for Multi 
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IT’S LIKE MAGIC... 
When you dictate with the new EXECUTIVE 
SCRIBE, 


The EXECUTIVE SCRIBE is the dictation system 
of the future... years ahead of competition. 
The executive desk sets shown here are the 
only pieces of equipment that you will ever 
need in your office. In addition to the alter- 
natives below, there is an executive desk sta- 
tion available which eliminates the necessity 
of holding anything in your hand. You can 
work with both hands while you dictate. 


The EXECUTIVE SCRIBE is a flexible, econom- 


ical multi-station dictation system that is so 
simple to use. . . IT’S LIKE MAGIC. All func- 
tions of the recording unit are remote con- 
trolled with fingertip ease. 


By far the most advanced dictation system 
ever devised. 


The EXECUTIVE SCRIBE has a range of acces- 
sories designed to satisfy the most discrimi- 
nating executive. Whether you choose the 
unit with the miracle mike, the telephone 
hand set, or the executive station, we know 
that you will agree that Scribe is years ahead. 


Try a Scribe without obligation. 


Select distributor franchises now available. Write for details, 
SALES AND SERVICE FROM COAST TO COAST 
CORPORATION, 5022 WEST MADISON, CHICAGO 44, ILL, 


Sci 
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DUPLICATING 
SPECIALISTS 


Scientific know-how and research 
make ROSE products the highest 
in performance and dependability. 


MASTER UNITS” 

SPIRIT CARBONS 

HECTOGRAPH CARBONS 

SPIRIT CARBON ROLLS | 

ALSO Duplicating Fluid & Hand Cream 


° pert, 


R4} 


SE RIBBON AND CARBON 
SA MANUFACTURING CQ., INC. 


Wi/fert 
General Offices and Factory * Harrison, N. J. 
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ADDRESSING 
MACHINES 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
199-G Albany St., Cambridge 39, Mass. 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL 3OO ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHPAONT AVE. @ CHICAGO 13, ILL. 








WHAT'S 
YOUR 
WASTE 
BASKET 
MORTALITY? 
















Replacing waste baskets often 
can become expensive. If, after 






several years of hard service, the 






receptacles you buy begin to 







look more like waste than waste 


baskets, it will pay to consider... 










@ Made of Hard Vulcanized Fibre. 


costs because they are a life- Exclusive double rolled top 


time product. Your first Vul- won't break, loosen, or fray, 
and it remains smooth and 
round for the life of the basket. 


BBonded side seam adds 


Vul-Cots reduce waste basket 











Cot cost is your last because 
famous Vul-Cots are practically 








indestructible. strength, provides a more at- 
These qualities will make tractive appearance. 
Vul-Cots pay off for you... @ Color is an integral part of the 





fibre ...it can’t chip, or wear off. 
VUL-COTS will not mar or 
stain furniture or clothing. 


@ VUL-COTS are guaranteed not 
to crack, splinter, dent, rust or 
corrode. 















May we send you the VUL-COT catalog price 
sheet? Write direct to Dept. R-11. Sold by 
stationers and school supply houses everywhere. 















@ WATIONAL 
“" wWELCANIZED FIBRE Co. 
WILMINGTON 99, DELAWARE 
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New Carbon Paper Plan 
Wins Industry Recognition 


[N an exclusive interview last month, 

a spokesman for The H. M. Storms 
Company, told about the success of 
a new dealer program currently 
winning recognition among dealers. 


This plan is now working success- 
fully, among present Storms dealers. 
According to information received, 
The H. M. Storms Company of 
Brooklyn, N. Y., feels that many other 
dealers could benefit by selling their 
well-known private brand line of 
carbon paper "Records Eternal." 


Accordingly, to every dealer who is qualified, Storms is now 
making this offer — on a minimum of 100 boxes of "Records Eternal’ 
of a single number (one weight and finish), Storms will imprint the 
dealer's name on the box and ON THE BACK OF EACH SHEET 
OF CARBON PAPER, at no additional charge. 


THIS IS THE KIND OF PERSONALIZATION THAT MEANS 
REPEAT BUSINESS FOR EVERY DEALER! 


The H. M. Storms famous "Records Eternal" trade mark is well- 
known among dealers as one of the finest private brand names avail- 
able. It stands for curl resistant, slip resistant, long wearing and clean 
writing carbon paper. It is specially processed to give excellent serv- 
ice and is available in standard weight, medium weight or light weight 
. . . in HARD FINISH for standard and electric typewriters, in 
MEDIUM FINISH, clear, clean copy for general use, and in INTENSE 
FINISH, black writing for standard and noiseless typewriters. 
Perhaps there is a territory open in your area. We would suggest that you get in touch with 

The H. M. Storms Company immediately for complete information on this new plan. 


THE H.M. STORMS COMPANY 


Manufacturers of the complete line . . . that stands the test of time. 
Storms Building, Brooklyn 38, New York 











brand new and packed with sales dynamite! 


REGNA 


DELUXE 


CASH REGISTER 


with 
VISIBLE ITEM 
INDICATION* 


*DOUBLE-VIEW 


WINDOW 


shows 


clerk and customer 


ee 


total! 


The fabulous REGNA DELUXE Cash Register 
is here, marking the greatest advance in cash 
register design in a decade! Sleek, stream 
lined, low in cost—it's the perfect answer to 
the needs of small and medium size retailers 
The REGNA DELUXE gives foolproof control 
over cash-credit protects funds .. . sim 
plifies store accounting. For the REGNA DE 
LUXE is not only a precision-built cash register 
—it's an adding machine and does many 
Taal ekelacelilmm olele)44-1-)ollile Maile] dT cole} 


Regna Cash Registers are available in Manual 
or Electrically Operated Models with regular 
or oversize cash drawers 

IN CANADA: Regno Cos 


Dome St. W., Montreal, Que 


489-8 King St. W 


OUTSIDE CONTINENTAL U.S 


Nor 


REGNA CASH REGISTERS, INC. ° 
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REGNA FEATURES SELL THEMSELVES: 
@ new visible item indication 
® locked-in totals and sub-totals 
@ double-ribbon receipt-printing mechanism 
@ receipt-chute gives customer totaled, dated 
receipt 
department or clerk designations 
CS 7asl ool Meo] am oello prelim d-toll Mm Ua Wl oldlili-to| 
on tape 
automatic correction key 
Telabialiare Me oleh iims ol hilelsMe) ol-Taeli tol a) 
8-column totaling capacity 
new wider tape window shows owner last 
6 to 7 amounts rung up 
pelea 
1175 Fifth Avenue, New York 10, N. Y. 


j GENTLEMEN: Please send more information about the REGNA DELUXE 
Cash Register and about becoming a REGNA dealer. 











175 Fifth Avenue, New York 10, N. Y. 
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FINER MATERIALS BE TTER PRODUCTS 


DOMESTIC : IMPORTED 





anufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 








- Moller produsss Corp. 


21 WEST STREET NEW YORK 6,N. Y., U.S.A. 
e HAnover 2-5425 


® 
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CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped flat. Assembles quickly and eusily. 


@ Stackers on bottom form feet for sanitary base. 








Phantom view shows how one unit stacks 

*on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 
Inside Drawer Dimensions: 1244” x 1042” 
x 24” long. 
PRICE, CARTON PRICE, 
EACH EACH 
$4.70 
5.15 
ZONE 3. 5.40 
PACKED FLAT—6 to CARTON. Wt. 48 
Ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers. 
Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
ILLINOIS 





SOLD ONLY ON A MONEY BACK GUARANTEE [ieabmmagneimalied 
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That's for me! A free booklet of ideas 
for people who use Offset Duplicating 
Machines ! 











A(plitholaannnannnn: 
A és > 

THE “ONE-WRITE” WAY TO RUN A me! | 

NS 


S 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
601! Herb Hill Road, Glen Cove, N. Y 


Please send me, without cost or obligation, the Colitho 
booklet, ‘‘Cash in on your offset duplicator's idle time!”’ 


ae ee 


Company a — 





Address 
City 
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TELEPHONE TRAINING AND PROCEDURE MAN.- 
UAL, Chief Administrative Office, County of 
Los Angeles, 502 Hall of Records, Los Angeles 
12, 38 pp. $1. 

Divided into three parts. Two deal 
with telephone operators and telephone 
supervisors and include on-the-job prac- 
tice exercises and self-evaluation check 
lists fur improvement of an individual 
employee. The third part is a _ user’s 
manual. Written by a survey team under 
direction of Dr. C. C. Crawford, Uni- 
versity of Southern California. Frovides 
a consensus of individual thoughts and 
ideas rather than new work techniques. 
The result is a guide for experienced 


employees and an outline to begin train- 
ing new employees. 


GUIDE TO SELECTED READINGS IN RECORDS 
MANAGEMENT, National Records Management 
Council, 50 E, 42nd St., New York 17, 28 pp., 

2.85. 

A selective bibliography on 
branch of records management which in 
cludes an alphabetical index to authors. 


every 


“BUSINESS” DIRECTORY OF OFFICE EQUIP- 
MENT & APPLIANCES edited by Robert Spark. 
Business Publications Ltd., 180 Fleet St., Lon- 
don E.C.4, England, £2. 

The first office equipment trade direc- 
tory to be published in England, this lists 
over 300 manufacturers and distributors 
which are cross indexed alphabetically, 
geographically and by products. There 
is an index of 1200 trade names and a 
listing of nearly 2000 retailers in the 
British Isles. Seventy pages are devoted 
to a survey of over 2000 items of equip- 
ment. Both British made and imported 
products are included. 


(Continued on page 139) 
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| Keep valuable papers together 


with SCHLEGEL 
PULL FASTENERS 


Keep letters, documents, records and 
magazines together for good this safe, 
permanent way. 

Simply slip a Schlegel Pull Fastener 
around the pack and draw the fastener 
snug. It ties without knots. It won’t untie 
unless you want it to. And you control the 
tension so that there’s no tearing or crimp- 
ing. Unlike rubber bands, they’re never 
too tight or too loose. What's more, 
Schlegel Pull Fasteners last indefinitely. 

Banks, lawyers, utilities, railroads, 
architects, libraries and businesses of all 
kinds have used Schlegel Pull Fasteners 
since 1910. Fourteen sizes to choose from. 
They’re economical, too. You can re-use 
them time and time again. Order from 
your stationer, or write direct. Samples, 
information, and prices on request. Write 
today. You'll be glad you did. 

















To open, pull the 
shorter end. Metal 
ring prevents slip- 
ping. 


Place the loop 
around papers, pull 
one end until the loop 
closes snugly. 


hle r=¥ Rochester 7, N. Y. 
¢€ gd Oakville, Ont... Can 
Manufacturing Company 
Industrial Textiles Since 1885 











“That settles it! We'll install ROL-DEX and find out who’s 
responsible for filing Mr. Sutphen under T!” 


Cut filing errors — 

Improve supervision — 
Reduce record keeping 
costs 25°/, to 55°%/, with 


ROL-DEX 
Records ROLL... TO the 


seated operator! 


Built to fit your needs... 
Use your present records. 
mr Write Dept. O-15 


for further information. 


WATSON MANUFACTURING CO., INC. 


Established 1887 Jamestown, New York 
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Pin-Point Control of 
Non-Routine Assignments 


R. GREENBERG and M. V. TERRACINO 
Planning and Controller Dept., U. S. Naval Supply Depot, Bayonne, N. J. 


RE you having difficulty controlling 
non-routine assignments due to lack 
of information, faulty memories 

(yours and your subordinates’), absence 
of progress reports, assignments coming 
in late or incomplete? You need an auto- 
matic watchdog. Your watchdog should 
operate smoothly with little or no at- 
tention required on your part when 
everything is under control. Your watch- 
dog should operate on the Management- 
By-Exception principle. It should foeus 
attention on possible problem areas be- 
fore trouble hits. It should put you in a 
position which will enable you to take 
action or make decisions before you’re 
in the soup. 

One solution is a very simple hand 
punched assignment and control record. 
Here’s how it works. Instead of writing 
notes to your staff members, or verbally 
giving them assignments, you, or your 
girl Friday, should prepare a margin- 
ally punched assignment control record. 
(see example below). 

The assignment card should contain: 

A reference to source letter or direc- 


tive, if any; required reply date, project 
number, a brief description of the sub- 
ject in the “Remarks” block, target date, 
date assigned, first follow-up date, name 
of the staff member assigned, and gen- 
eral subject classification. 

Assignment cards should be accom- 
plished by the appropriate supervisor 
and distributed to staff member assigned 
via the clerical force. When assignments 
are initiated by your subordinate, the 
cards should be forwarded to the appro- 
priate division supervisor for assign- 
ment and inclusion of additional re- 
marks or information to staff members. 

The target date should be a carefully 
considered firm date for the actual com- 
pletion of the assignment under current 
workload conditions. The first follow-up 
date should be an interim date for check- 
ing the status of the assignment. This 
should be indicated in the upper left 
hand margin of the assignment card. 
Instructions as to the scope of the work 
to be performed, possible methods of 
approach, sources of information and 
all available data will be given to the 
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An example of a Keysort assignment card. 
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staff member by his supervisor. Informa- 
tion appearing on the assignment card 
(with the exception of the follow-up 
date) should be punched into the card 
by a member of the clerical staff. The 
numerals around the edge of the eard 
should be punched for use in the follow- 
up procedure. This includes the code of 
the staff member assigned, the target 
date, subject classification and _ serial 
number. When the card has been appro- 
priately punched, the clerk performing 
the operation will present it to the staff 
member concerned. 

The staff member will then prepare a 
record of assignment for personal file, 
if desired, initial card in upper right 
hand corner (clipped edge), and for- 
ward card to his supervisor. 

Subordinate supervisor will review 
cards before forwarding them to your 
office. The cards should then be assigned 
a serial number and filed in follow-up 


date sequence. 

In order to attain an effective follow- 
up, a member of the clerical staff will 
obtain cards requiring follow-up action 
at the beginning of each workday. Those 
assignment cards containing follow-up 
date and/or target date for that par- 
ticular day will be forwarded to the 
appropriate supervisor for action or re- 
view. For control purposes a_ penciled 
listing of serial numbers for cards for- 
warded should be prepared. 

After progress of the assignment is 
reviewed with staff member, the last 
follow-up date will be crossed out and 
the new date entered, if necessary. 
Status of the assignment at each follow- 
up will be indicated on the reverse side 
of the assignment card. Target date will 
not be changed without your approval 
or that of the appropriate subordinate 
supervisor. Justifications for change will 
be discussed and indicated ou the reverse 
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side of card. 

The assignment cards should be re- 
turned to your office at a specified time 
each day for review. The cards should 
be checked against the control listing 
to insure that all are returned. The con- 
trol list can then be discarded. 

Periodically, all assignment cards 
should be reviewed in your office to de- 
termine status of overall workload and 
possible re-shuffling of assignments. 

As an assignment or project has been 
completed, as evidenced by a dated copy 
of correspondence, promulgation of 
directive or procedure, etc., the comple- 
tion date should be marked on the Key- 
sort ecard by a member of the clerical 
staff and the secretary should remove 
the card from the file and annotate 
thereon date of completion. Completed 
ecards should be filed in chronological 


order, according to date of completion, 
in the completed card file. 

The inherent sorting features of the 
punched card system enable you to pin 
point assignments by follow-up dates, 
completion status, subject classification 
and individual responsibility, or work- 
load, as well as overall workload. 

The average office can adopt this 
system at little cost since the only re- 
quirements are a few punched cards, 
handpunch, a needie and possibly a card 
rack. In addition, only a minimum 
amount of effort is required to maintain 
this control system. Moreover, the con- 
trol system pays dividends in terms of 
management effectiveness through equal 
distribution of work, documentation of 
assignments, awareness of target dates 
and provides the control device to over- 
come faulty memories. 





Pay Based on Work Standards 
Is Saving $100,000 a Year 


W. GILBERT BROOKS 
Chief Time Study Engineer, Pitney-Bowes, Inc., Stamford, Conn, 


NE of the most effective means we 
have found to inerease industrial 
workers’ efficiency has been to meas- 

ure the work performed, establish stand- 
ards for output and pay for increased 
productivity above these standards. 
Since our experience taught us_ that 
this approach is sound and does work, 
we were able to do the same thing for 
our office workers. Our office incentive 
program was conceived in the late 
months of 1948 when it was decided to 
extend the benefits of incentives we had 
experienced in our plant to the office 
employees. We recognized that many 
groups of office workers could not be 
directly measured but we felt that the 
gains to be made by setting incentive 
rates for those whose work could be 
measured would benefit all employees 
through the increased profits available 
for our company profit-sharing plan. 
One of our first problems was how 
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it would be possible for the industrial 
engineering department, a staff depart 
ment in the manufacturing division, to 
company divisional lines. This 
was solved by reorganizing the industrial 
engineering department, setting up a 
supervisor of office incentives with a 
small staff and assigning him to work 
with the administrative assistant to the 
executive vice president. We then de- 
fined the scope of the office program as 
“installing an incentive plan based on 
direct measured standards developed 
from standard data wherever practical, 
carrying out at the same time methods 
improvement and standardization.” 

We established the following criteria 
for determining which office activities 
would be put on incentives. (1) There 
should be a fairly large homogeneous 
office group. (2) The work performed 
should be fairly repetitive and routine. 
(3) The group should have a supervisor 


Cross 


69 





receptive to the idea of incentives. Our 
third point proved the most important. 

For all typewritten material, an extra 
copy was made for timekeeping pur- 
poses only. Piece counts were taken 
from material received in a standard 
package from a supplier. Hand count- 
ing of the first phase was used where 
a series of jobs involved the same ma- 
terial for one or more operators. Weight 
counts were taken where completed 
work could be weighed to give the final 
count. Counters on such office machines 
as duplicators, mailing machines, tying 
machines, ete., were used to obtain accu- 
rate piece counts. 

3ecause we have always operated on 
an honor system for recording daily 
starting and stopping times, we estab- 
lished our timekeeping system on the 
same ’m sure that this decision 
played a big part in helping us gain 
employees’ confidence. We use a daily 
performance sheet with space at top 
for operator’s name and date. Sheet has 
six columns, the first three recorded by 
the operator and the last three by the 
timekeeper. Operator enters a deserip- 
tion of the job and starting and stop- 
ping times. If job has a rate, it is as- 
signed a number similar to the normal 
part numbering system used in produc- 
tion work. If the job is not rated, a 
brief description is written in a second 
column. Piece counts are recorded in the 
third column. (See form on page 71.) 


basis. 


A small percentage of jobs in each see- 
tion defied our rate setting techniques, 
usually because of an unpredictable 
method or the impossibility of securing 
an accurate piece count. New jobs, 
when added to the operator’s workload, 
are not immediately rated, to allow the 
operator to become familiar with the 
procedure and job content. 

Our daily performance form serves 
as an accounting for every minute of 
the working day. Operators themselves 
did not always realize the amount of 
time wasted until they started recording 
their every move during the day. I 
believe we have had some inerease in 


70 


efficiency for this very reason. 

The timekeeper takes the operator’s 
daily performance form, figures the 
elapsed time on each job and posts the 
time to the appropriate rated or un- 
rated column. The rated jobs are ex- 
tended by multiplying the piece count 
by the rate and entering the standard 
minutes earned on the form. After the 
form is extended, each column is added 
and a total taken to check the amount 
ot working time against the amount of 
in-office time. Total elapsed measured 
time is then divided into the total stand- 
ard minutes earned to determine the 
pereent of efficiency. If the total elapsed 
measured time equals or exceeds the 
total standard minutes earned, the per- 
centage of efficiency equals 100% or less 
and no bonus is earned. If the total 
elapsed measured time is less than the 
total standard minutes earned, the effi- 
cleney 100% and 
earned. 


exceeds bonus is 

Bonus is only earned on the time 
worked at a rate when efficiency ex- 
100%. We have no penalty for 
continued performance below standard 
but this might lead to a transfer to 
another department where the operator 
is better able to perform the work. All 
time not worked against the rates is 
paid for at the individual’s base rate. 

Our first installation proved to be 
the most important we made because of 
the many things that we learned about 
office incentives. One of the most im- 
portant was that there are four psy- 
chological problems to be solved before 
any office incentive program ean be 
successful: (1) Fear of the unknown, 
due to changes in work methods and the 
alteration of work routines. (2) Re- 
semblance to factory work, with its re- 
sultant loss of white collar prestige. 
(3) Lack of sufficient motivation for 
earning higher pay. (4) Objection to 
being watched. 


ceeds 


We ecaretully selected the time study 
personnel to make the installation. We 
spent hours talking to operators, show- 
ing them how we took time studies, how 
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we plotted our element times and how 
we arrived at our standard elemental 
time values from all readings. We 
showed the employee how methods 
changes and alteration of work routines 
would make their work easier and we 
consistantly tried to sell them on giving 
the incentive program a good try. Once 
fear was removed, changes were made 
more rapidly and without resistance, 
more cooperation was obtained while 
taking time studies. Two solutions for 
the objection to office work being made 
comparable to factory work were al- 
lowing employee’s to record their own 
start and stop times, and selling the idea 
that for the first time management had 
a true gauge for measuring just how 
efficient each employee was. Most office 
workers resent not being able to prove 
conclusively that they are good workers. 

Lack of sufficient motivation for earn- 
ing higher pay proved a_ stumbling 
block. The transeribing section consists 
mostly of young single girls to whom 
the incentive of extra money did not 
prove stimulating enough at first. They 
eventually realized that substantial earn- 
ings could be made on the incentive 
rates. I suspect that one girl found her- 
self needing a new dress between pay- 
cheeks and decided to go to work. 

We found in all groups that pertorm- 


ances under the non-incentive environ- 
ment were about 65% of standard. Since 
our standards as developed payed incen- 
tive earnings for performance above 
100%, the expected initial increase in 
productivity came as a great shock to 
the employees. Many never even tried 
to improve, feeling that the standard 
was impossible of attainment. So we 
established an allowance which cush- 
ioned the effect of incentive rates. We 
set up a break-in allowance adding 
25% to the standard for the first period 
and decreasing this amount by 5% each 
period thereafter until, at the end of 
the fifth period, employees are working 
on the rates without any extra allow- 
ance. The length of each period de- 
pends upon the experience factor con- 
tained in the job evaluation write up. 
If one month or less, each period is one 
week; if three to six months, each peri- 
od is one month. We firmly believe this 
solution has enabled us to increase pro- 
ductivity at a much faster rate than 
would have been possible without the 
allowance. “The objection to being 
watched melted away after the group 
became accustomed to seeing a_ time 
study representative around the section. 
This was due primarily to the careful 
selection of our time study personnel 
and to the great effort made in explain- 
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ing and selling the fairness of the 
system. 

Here are some results of our program. 
The transcribing section originally con- 
sisted of 15 employees who transcribed 
dictation from cylinder records. Now, 
five years after the installation of in- 
centives, the workload has been increased 
30% and the personnel reduced to 11. 
The net dollar savings after deducting 
the cost of installation, maintainence, 
timekeeping and incentive earnings, 
amounts to $30,000 per year. Individual 
productivity is up 45% and the average 
weekly earnings of the girls themselves 
have increased 34%, not including their 
normal pay raises and general salary 
mereases. 

At present we have a total of 115 
office employees working on direct in- 
centives at our Stamford, Conn., home 
office and factory. They represent 25% 
of the total ef 450 office employees. The 
following will give you an idea of what 
type of work we are measuring with 
our incentive plan: 

Order and traffic department: typing, 
caleulating, preparing order forms and 
filing. 

Duplicating section: typing and pre- 
paring forms to be duplicated. Printing 
of forms on Multilith, Ditto and Xerox 
machines. Collating, stapling, binding 
and padding. 

Addressograph section: maintainance 
and running of lists for: various pur- 
poses. 

Mail section: sorting, distributing and 
delivering incoming and outgoing mail. 
Running inserting, folding, letter open- 
ing and, of course, our own postage 
meter machines. 


Payroll department : the complete pro- 
cess of computing and preparing pay- 
roll for factory, home office and branch 
offices and keeping records pertaining 
to payroll accounts. Also the computa 
tion of bonuses and salesmen’s com 
missions. q 


Field consignment section: mainten 
ance of records indicating location by 
serial number of all machines and 


meters in branch offices and in service. 

Distributing section: receiving, open- 
ing and sorting customers’ checks for 
forwarding to accounts receivable. Also 
receiving invoices from billing and sep- 
arating, preparing tapes and forward- 
ing copies. 

Accounts receivable. Remington Rand 
Bookless Bookkeeping system of ae- 
counts receivable, receiving open in 
voices, setting up new accounts, appli 
cation of payments, sending of state 
ments, auditing for collection and the 
taking of periodie trial balances. 

Billing section: typing invoices not 
prepared by tabulating. 

Sales records section: typing quota 
and commission statements, and the use 
of bookkeeping machines to analyze 
and tabulate sales. 

Branch accounts section: 
checking, summarizing and 
statements relative to 
tions of branch offices. 


auditing, 
preparing 
financial opera- 


Advertising department: typing ad 
vertising leads and filling requests from 
prospects for literature. 

The annual savings from all of our 
office incentive installations now amounts 
to $118,500 after deducting the cost of 
installation, maintenance, timekeeping 
and incentive earnings. 

As an example, take our advertising 
department where we were asked to 
set up a sales promotion section. They 
were about to eliminate a sales-checking 
operation which took the equivalent full 
time of two of the six girls employed in 
routine duties. They were also releasing 
a temporary employee who had handled 
a peakload. Since they were about to 
add the equivalent of a full time girl 
to do work previously farmed out, the 
supervisor figured he needed five to 
handle the new workload. We installed 
the rates and in a few weeks one gir! 
left for family reasons. It was_ not 
necessary to replace her nor to add 
another girl. Instead of the estimated 
five girls, only three were needed and 
these three now earn 20.4% more than 
they did hefore 
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Although we do not use methods- 
time-measurement in our incentive pro- 
gram, we have made use of MTM for 
spot checking some of our standard 
elemental times both in the office and 
shop, to be sure that we were not going 
in the wrong direction. We have con- 
sistently found a close correlation be- 
tween our standard data times and those 
arrived at through MTM. Whether to 
use MTM or Standard Data to develop 
these standards is a question which de 
cides itself, in my mind, on how well 
your time study personnel is trained 
in either method. I think that MTM and 
Standard Data will both be required to 
some degree since so many office oper 
ations involve a certain amount of ma- 
chine time. I also believe that time study 
personnel accustomed to job shop pro- 
duction problems will find it easier to 
set up an office incentive program. They 


must be the most patient and tactful 
you ean find. The field of office incen- 
tives is still relatively new and few 
people are familiar with incentive rates, 
standard hours, ete. They need to be 
nursed along and educated to under- 
stand this strange language. 

The application of office incentives 
makes available to the white collar 
worker the same advantage the indus- 
trial worker has—to increase earnings 
by increasing productivity, to have some 
fair and inspiring measurement of his 
individual worth on the job. Hand in 
hand must go office methods improve- 
ment, increased mechanization of office 
paperwork activities, and development 
of good sound human relations pro- 
grams for the office worker.—From a 
talk at the International Methods-Time- 
Measurement Conference in New York 
last month. 





Convair Sets Work Standards 


CHARLES LAHR JR. 
Systems and Procedures Analyst, Consolidated Vultee Aircraft Corp., San Diego 


FFICES are becoming increasingly 
aware of the need to establish con- 
trols by which clerical productivity 
may be measured and adjusted. At 
Convair, a Division of General Dynamics 
Corp., J. F. Hopkins, manager of office 
services in San Diego, requested the 
systems and procedures department to 
make a survey of the central duplicating 
section and to establish work standards. 
Our approach to setting standards 
for clerical work was much the same 
as for setting shop standards. Before 
actual work measurement took place, 
an entire review of the work area, equip- 
ment and supplies used, was made. This 
was done to insure that all factors liable 
to adversely affect worker productivity 
were eliminated. Survey of the work 
areas indicated very desirable working 
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conditions had been achieved. The light- 
ing was at 35 to 50 footcandles in all 


R. J. McKelvey, chief of Convair's central 
duplicating section, receives a copy of a 
collated 100-page booklet. 
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Convair’s Standards 
for 
Offset Duplicating 


MODEL 2066 MULTILITH 


20 minutes setup per job 
8 minutes per plate change on 
regular plates. 


2'/2 minutes per plate change on 
long drum plates 


65 impressions per minute 


MODEL 1250 MULTILITH 


5 minutes setup per job 

2 minutes per plate change for over 
200 impressions per plate. 

2\/2 minutes per plate change for under 
200 impressions per plate. 

80 impressions per minute 


MODEL 80 MULTILITH 


2 minutes per job setup. 
2 minutes per plate change. 
50 impressions per minute. 


ATI 


Above standards apply to: 
Bond, 16 and 20 lb. 
Ledger, 24 and 28 lb. 
Offset, 60 Ib. 

Allow additional 10% time for: 
Bond, 13 Ib. 
Index, 110 Ib. 
Vellum. 
Letterheads. 

Allow 10 minutes for padding or change 
of blanket. 

Allow 15 minutes for wash-up or ink 
change. 

Refer to "Remarks" section of FORM 
9-6-12-A for additional down time as 
recorded by operator. 











< 


areas. Acoustical ceilings, freshly painted 
non-glare walls and air conditioning 
system, supplemented by fans in critical 
areas, were provided. The equipment 
was arranged to obtain smooth produe- 
tion flow. 

Equipment used in our central dup- 
lication section consisted of eight Multi- 
lith offset duplicators (three Model 80, 
three Model 1250 and two Model 2066), 
five spirit duplicators (three Dittos and 
two Standards), four A. B. Dick mimeo- 
graph duplicators, one 3614” Challenge 
Diamond paper cutter, one No. 3-D 
Bostitch Boston wire stitcher, one Model 
E-H Challenge paper drill, one 14” x 20” 
Parallel Baum folder, and one 10-com- 
partment Thomas mechanical collator. 
Our survey indicated a need for a larger 
capacity stitching machine, a_ rotary 
collator and Xerox equipment to provide 
for reduction of copy which previously 
was done by another department. We 
acquired Haloid Xerox  Lith-Master 
equipment with a No. 4 camera and a 
No. 7 Bostitech Boston book stitcher. 

Our rotary collating unit contains 
192 compartments, each of which can 
hold 500 sheets. It consists of two ro- 
tating racks, and each of these has 
eight sections with 12 vertical compart- 
ments for holding the stacks of paper. 
The cireular racks, each 4 ft. in diameter, 
are mounted on a 40” x 96” table and 
they revolve on ball bearings. Four to 
six people ean sit around the table to 
work at one time. Installation of the 
collator has resulted in a 100% increase 
in production, according to R. J. Me- 
Kelvey, chief of Convair’s central dup- 
licating section. In one of the first op- 
erations, two workers assembled 300 
copies of a 72-page manual (21,600 
sheets of paper) in two hours. This 
was double the previous assembly time 
for similar jobs, Mr. MeKelvey said. 

Supplies were checked carefully and 
various vendors were requested to show 





Some of the equipment mentioned above can be seen in this view of Convair's central dupli- 
cating section where workloads are equitably distributed because accurate production records 
are maintained. 
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CONVAIR -S.D, Div. Form No, 9-6-12-A 


DAILY PRODUCTION REPORT CENTRAL DUPLICATING UNIT - OFFICE SERVICE 


It is required that an accurate record of every job be kept. Show all tim spent for any 
other reason than presswork such as starting of shift, oiling, wash-up, cutting stock, etc. 
A full day to be accounted for, 


G -/6-S¥$ Employee's Name C-HANSOW press Operated ‘250 

Pbte pg 3 started! Time | stds.| poseod IMPRESSION on’ Sheet Cop ~ 
- G2? | 9S 
Mg-364| Metel |9oxy *60\ £’S |70 3° 6 | 6000 
Mg-37°| Metal | Paxu *20| (07°) /05° 4% | 220 
Mg-372| Paper | 8x1 "20\/05°1/2°° je | fce0ee 


MS-373| Metal |FE xi ¥/H 127° | YS /_|/R000 
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Job No. 
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Here's how our standards are applied to this worksheet: 















































«5 min. setup time per j 20 min, 








17 plates x 2 min. per plate change © 
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+ plates x 2@ min. per plate change.... ...... 10 








220 impressions — 80 imp. per min. 315 * 
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Down time for Blanket Change. Teer 











Total 389 min, 














Since 360 minutes is our daily standard, operator bet- ] 


tered the standard by 29 minutes. 
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Daily worksheet used by operators in the central duplicating section of Consolidated Vultee 
Aircraft Corp., San Diego. Insert shows how operator's productivity is figured. 
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their most recent developments. Analysis 
of the supplies showed that price had 
been the main factor considered. In 
some cases, inferior paper caused stop- 
pages in the machines and subsequent 
down time. The resulting down time 
offset any savings gained through pur- 
chasing at the lowest price, so the super- 
visor of central duplicating was given 
authority to purchase the paper he con- 
sidered best for the job. The machines 
are run on two shifts, so a more slowly 
evaporating ink was procured to reduce 
the number of ink changes previously 
required. 

At this point it was considered that 
working conditions and equipment were 
the best that could be provided and 
were ready for standards to be set. The 
supervisor called the employees together 
and carefully outlined the program. It 
was emphasized that the primary pur- 
pose of the standards was to give the 
supervisor a tool by which he could 
accurately schedule and distribute the 
workload, and also determine completion 
dates. By fully informing the employees 
about the scope and purpose of the 
standards, the supervisor obtained their 
complete confidence and cooperation. 

Briefly, the work flow in central dup- 
licating is as follows: The requesting 
department submits a duplicating re- 
quest form and layouts or copy to be 
reproduced. The supervisor in central 
duplicating reviews the request to see 
that the essential information has been 
given and that copy or layouts are pre- 
pared correctly. The supervisor then 
assigns the job to an employee, placing 
it after a similar job where possible, 
and turns the requests over to a leadman. 


The leadman obtains the supplies and 
materials for the job and gives the job 
package to the operator upon completion 
of the latter’s last job. The leadman 
processes the work to the next operation 
or, if completed, delivers it to the de- 
partment clerk for recording and de- 


vy to the requesting department. 
Making the work distribution in this 
manner reduces machine down time and 


livery 
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allows the operator to stay by his ma- 
chine. 

In setting our standards, the cyclic 
rate of the machines and elerical stan- 
dards, widely accepted by industry, 
were used wherever possible. It was only 
necessary, therefore, to use a stop watch 
in the few instances where previous 
standards did not exist. 

Standards were based on a machine 
utilization of 45 minutes per hour or 
75% of capacity. The operator lists on 
a worksheet (page 76): job number, 
number of plates and impressions re- 
quired, ink changes if necessary, paper 
stock used, time job was started and 
finished. A remarks section is provided 
to record unusual down time, such as 
a paper jam or machine breakdown. The 
worksheets are turned in to the depart- 
ment clerk at the end of the shift. 

Depending on the machine involved, 
the department clerk enters the stand 
ards on the worksheets for job setups, 
plates run and impressions made. Al 
lowances are made for ink changes, 
heavy paper stock and uncontrollable 
down time. The standard time is then 
totaled and is expected to amount to 
360 minutes or 6 hours’ production time 
which is 75% of an 8-hour shift. The 
total standard time of all employees is 
then compiled and posted on a wall 
graph chart which shows the section’s 
productivity for that day. 

Our records show the following an- 
nual productivity: offset, 7250 jobs with 
53,700 plates turning out 19,825,000 
copies; stencil duplicating, 3280 jobs 
with 9200 stencils turning 3,120,000 
copies; spirit, 14,800 jobs with 151,000 
masters for 4,968,000 copies. In ad- 
dition, there were more than 70,300, 
000 individual bindery operations per- 
formed by the department: cutting and 
trimming, padding, drilling, collating, 
stapling, folding. Experience shows that 
by using standards, the supervisor can 
now uniformly distribute the workload, 
accurately account for lost production 
time and schedule delivery of the com- 
pleted work. 








HA'’S the difference in time lost 
if a key executive breaks a leg, 
ends up in a plaster cast and stays 
away from his desk for weeks—or if he 
hits the bottle, gets plastered and neg- 
lects important work day in, day out? 
How Business Consider a clerk who erroneously files 
letters under “P” instead of under 
“B”, misplaces checks or purchase 
I fi | i orders, because of failing eyesight. 
Ss e p ng What if he committed similar errors be- 
cause constant overdoses of alcohol 
blurred his vision, his memory or his 
Its Alcoholic "432... wie 
What does it matter if a long em- 
ployed, trusted supervisor is not alert 
on the job Monday mornings and Friday 
Workers afternoons because he’s physically run 
down? Is it worse because he gets drunk 
over the week-end and winds up at 
work Monday with a hangover? 
The differences mainly are physical 
SIDNEY FELDMAN and mental. Broken legs mend; malad- 
justed eyes can be corrected with glasses, 
and physically run-down bodies can be 
strengthened with food, care and rest. 
All are physical ailments which openly 
are recognized, diagnosed and treated. 
Such ineapacitated workers usually lose 


Trouble starts when the social drinker 2 Lonely drinking follows and often he opens 


increases his consumption at parties. the tavern in his neighborhood. 


The series of eight photos, on this and the following pages of this article, are from “Better Living,” 
employee magazine of E. I. du Pont de Nemours & Co. 
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Burroughs dealers sell them all! 


No doubt about it —being with Burroughs 
is better than ever! 


Now, Burroughs dealers have the world’s 
newest ten-key adding machine .. . a 
compact, smartly styled, all-electric 
machine that’s far ahead of anything in 
its field. And if the prospect prefers a 
full keyboard adding machine, Burroughs 
dealers have that, too—the best one 
on the market. 


Equally important, Burroughs supports 
its dealers. Not only with the finest office 
machines on the market —backed up by 
the oldest and most respected name in 
the business —but also with promotional 


materials dealers can use, and with large- 
scale advertising. 


What’s more, if you’ll take a good look 
at Burroughs adding machine and cash 
register ads, you'll find that they always 
point the customer in the direction of 
the dealer. Each ad tells readers to “see 
your Burroughs dealer.’”’ Burroughs 
Corporation, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 





Make your office an invitation to business 
ona pleasant and comfortable basis 


GEOL IE MEO 
Ge Meh ft 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 
GRAND RAPIDS, MICHIGAN 
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relatively short periods of time from 
their jobs. Alcoholics suffer from mental 
ailments which are deeper rooted, far 
more costly to cure and more lingering. 
Chronie alcoholics, so-called “problem 
drinkers,” today largely are regarded as 
heing psychically unstable. Drinking is 
not the root of their problem, merely the 
symptom of it. Chronic alcoholism is 
being considered more of a_ social, 
mental and medical illness—and gen- 
erally is being treated as such. 

Since practically all problem drinkers 
have to work for a living, industry has 
become involved in their problems. Yet 
industry long had looked askance at 
employees who were alcoholics. At one 
time they were fired outright, or given 
“another chance,” which often meant 
that the drinking would continue until 
the next time the drinker was discovered. 

There is a growing medical-socio- 
logical-physiologieal-and-psychiatrie de- 
velopment of ways and means of 
controling alcoholism. More business 


interests, particularly since World War 
IT, are diseussing and acting on the 


recognition, evaluation and resolution of 
the problem. In some part this attitude 
embodies both good business and a 
growing humanitarianism. Instead of 
letting problem drinkers fall by the way- 
side, certain commerce and industry 
organizations are facing aleoholism as 
another of the difficulties besetting our 
nation which contains more older people 
and lesser manpower resources. Along 
with salvaging workers from the grip of 
alcoholism, the treatment and restoration 
of alcoholics helps to conserve workers’ 
abilities, skills, training and techniques, 
plus their invaluable job experience. 
Excessive drinking has overextended 
its social bounds and become an indus- 
trial and commercial problem. “The al- 
coholie in industry is not the broken- 
down derelict of the city streets,” assert 
Yale University officials who are among 
pioneers in the scientific approach to 
aleoholism. “He is the laborer in the 
yard, the skilled worker in the factory, 
the salesman, the elerk, the executive.” 
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A few years after its inauguration 
in 1944, the Yale Center of Alcohol 
Studies expanded its scope in the 
eastern states with a consultant service 
to assist industry with the problems of 
alcoholism among employees. In con- 
junction with the National Committee on 
Alcoholism, the center sought to aid 
business to determine the extent of 
alcoholism within a company, particu- 
larly in its early or incipient form which 
often is hidden. Industries were assisted 
in evaluating the loss in dollars and pro- 
duction, as well as in employee morale 
depressed by drink. The Yale Center 
made available educational information 
on subjects including the distinction be- 
tween drinking and alcoholism and the 
nature and early symptoms of the 
malady. Suggestions were provided for 
its alleviation and possible prevention. 
Advice was giver on policies of disei- 
pline, termination of employment, in- 
surance and pension payments, labor- 
management relations and health serv- 
ices. Other means of treating aleoholies 
who indicated rehabilitation possibilities 
also were recommended. 

Since the end of World War II, this 
new industry attitude toward alcoholism 


Binges become longer and more frequent. 
He becomes unmanageable when drinking. 
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has been gaining adherents, financial 
support, and momentum. “Alcoholism is 
confined to management. It’s manage- 
ment’s problem,” stated Dr. Roger C. 
Page, general medical director of Stand- 
ard Oil Co. (New Jersey). 


“No man should be fired just because 
he is an alcoholic,” stated Dr. George H. 
Gehrmann, medical director of E. I. du 
Pont de Nemours & Co. “An alcoholic is 
a very sick man. If he wants to stop he 
should be given a real chance. When 
he stops drinking he is somebody. He is 
a man of character and intelligence.” 

Between both statements ranges in- 
dustry’s pioneering action, toward prob- 
lem drinkers: rehabilitation. At present 
about two dozen large companies have 
programs designed to bring alcoholics 
back into the normal pursuit of their 
duties. However, only a few of these 
companies openly have announced their 
efforts. In part, this practice still suffers 
from the mental hangover noted by one 
company which referred to “solutions 
(which) ranged from hiding the (aleo- 
holic) employee or ignoring the condi- 
tion, to firing the employee or finding 
a means of getting him declared 
physically disabled and placed on the 


His wife can stand no more so she leaves 
him and goes to live with her parents. 


retirement roll.” 

Particularly noteworthy, because it is 
part of the conservative public utility 
industry, was the action of Consolidated 
Edison Co. of New York. In December, 
1947, the company officially “recognized 
the reality of alcoholism as a medical 
condition.” Other companies included 
among pioneers in treating alcoholic em- 
ployees include Eastman Kodak Co., 
and Allis-Chalmers Mfg. Co. In addi- 
tion, the Metropolitan Life Insurance 
Co. and the New York Telephone Co., 
among others, have referred alcoholic 
employees to a special clinic treating 
aleoholies. 

Broader interest in the matter of 
problem drinkers is shown by partici- 
pants other than companies immediately 
concerned. For instance, the Commerce 
& Industry Assn. of New York, and 
labor unions such as Loeal 1-2, Utility 
Workers Union of America—CIO, and 
Loeal 3, International Bortherhood of 
Electrical Workers, A. F. of L., were 
among sponsors of a conference early 
this year on the question of “Problem 
Drinking and Industry.” Along with the 
Yale University Center of Alcohol 
Studies, another outstanding group 
which participated in this conference 
and the study and treatment of alco- 
holies was the Institute of Industrial 
Medicine, Post-Graduate Medical School, 
New York University-Bellevue Medical 
Center of New York. 

Why do employees drink? Workers 
who report on the job during business 
hours also are social creatures with per- 
sonal problems after hours and during 
week-ends. In trying to lose themselves 
in aleohol, these workers often sink 
into the bottle. Drinking is not the cause 
of their problems but a magic potent 
used as a The U. S. Publi 
Health says alcoholism is an 
illness that “ean be treated successfully, 
just as many other illnesses are.” A 
similar viewpoint is held by the World 
Health Organization of the United 
Nations. 


However, there is a difference in ap- 


panacea. 
Service 
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proach, cited by Edward J. McGold- 
rick Jr., director of the Bureau of 
Alcoholic Therapy which is a unit of the 
Department of Welfare, New York City. 
As director of the bureau’s operating 
headquarters, Bridge House, which was 
started in May, 1943, he does not regard 
alcoholics as being ill. Speaking of the 
great majority ot alcoholics, Mr. Me- 
Goldrick has been quoted as saying, 
“There is no more pernicious dogma 
extant than to consider them sick people, 
suffering from a disease. It is one of the 
greatest stumbling blocks to their re- 
covery. It is a concept that will moor 
aleoholies more steadfastly than ever to 
their self-deceit.” Instead, Mr. MeGold- 
rick prefers to modify an aleoholic’s 
outlook, constructively encouraging him 
to acquire new satisfactions to replace 
his eraving for alcohol and its effects. 
Bridge House, along with many other 
groups, is actively helping to rehabili- 
tate aleoholies. 

To what extent do employees drink? 
sip, while others gulp. Most 
people (more than 60 million) are de 
seribed as non-problem social drinkers 
who take more than five or six drinks 
annually. Next come the problem drink- 

' 


Some 


A His supervisor discusses absences and poor 
work; urges him to see the company doctor. 
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ers who pamper themselves, get out of 
bounds and lose control trom time to 
time. Then come _beginner-alcoholies, 
totaling two to four million, who are 
aggravated drinkers on an_ extensive 
hangover. Finally, there are long-term 
or chronic alcoholics, numbering from 
750,000 to a million—in the severe ad- 
vanced stages of physical snffering and 
mental anguish. 

Many of the staggering army of be- 
ginner-alcoholices try to keep on working. 
They have one foot in the bottle as they 
drag along on the job. More seriously 
affected are the chronie alcoholics, prac- 
tically seratched off the manpower list. 
Such workers suffer from the cumulative 
effects of aleohol on their body organs 
and tissues. Even when they abstain 
from drinking, their bodies often suffer 
from physiological and __ structural 
changes such as chronie gastritis, which 
dampens the appetite and leads to mal- 
nutrition. Ill and undernouished em 
ployees are prevented from doing a 
good day’s work. 

Office alcoholies are vulnerable to ae 
cidents, hurting themselves and threat- 
ening others. Alcoholics lose or misplace 
records. They forget to do things. They 
upset office systems and efficiency be- 
vause they’re undependable and unpre- 
dictable. They damage company public 
relations. 

The Yale Center of Aleohol Studies 
approximates 1,650,000 chronic aleo- 
holies lose about 36,000,000 work-days 
annually. The National Fund for Medi- 
cal Education cites authoritative esti- 
mates that problem drinkers average 
22 working days lost annually from 
acute effects of drink. Untold other 
losses occur by unproductive “half- 
employees” who are not entirely on the 
job. The fund also quotes figures show- 
ing that problem drinkers have an acei- 
dent rate double that of abstainers and 
their losttime, because of ether ailments, 
is two days more annually than that of 
non-aleoholics. Unknown and untabu- 
lated losses are worst of all. Some so- 
called lushes who are found out after 
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How many 
1) ())) 
profit dollars 
go here? 


The dollars you save on office procedure are true profit. 
There are no deductions for travel, entertainment or delivery 
costs. If you save a thousand dollars, you have made a thou- 
sand dollars. 


But you lose these profit dollars when second-rate, undepend- 
able office supplies fill your wastebasket with illegible 
copies, smudged letters, work that has to be re-typed and 
ribbons and carbons that failed to stand up after short use. 


Webster products help prevent this waste...help you save 
money on office typing. This quality line of carbon papers, 
typewriter ribbons and spirit duplicating supplies is manu- 
factured to exacting formulas that give you longer, better 
service. Every Webster product is inspected many times dur- 
ing the making. 


Webster Quality Products make for office efficiency which 
means a substantial saving in expenses. Try the Webster line 
for a few weeks. Your empty wastebasket -—-— and your cost 
records -—— will illustrate the difference. 


F.S. WEBSTER COMPANY 


8 Amherst Street 
Cambridge 42, Massachusetts 
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10-to-20-years job experience, already 
have wasted countless dollars worth of 
time, machinery and efficiency during 
their hangover days (usually Mondays). 
When alcoholism was regarded mainly 
as a social problem, its aspects were 
studied by certain groups during the 
past 25 years. Among other institutions, 
in 1930 scientific studies were conducted 
at the Laboratory of Applied Physi- 
ology, Yale University, and in 1943 the 
School of Alcoholic Studies was estab- 
lished there. In 1934 Alcoholics Anony- 
mous, known as A.A., was founded to 
help alcoholics who wanted help. 
Through it, former alcoholics are avail- 
able to be with and encourage other 
alcoholics in “honestly attempting to 
build a satisfactory mode of living with- 
out the use of alcohol.” Further in- 
formation is being disseminated by 
dozens of Alcoholism Information Cen- 
ters operated throughout the nation by 
local committees affiliated with the 
National Committee on Alcoholism. 


In 1944 researches at the Laboratory 
of Applied Physiology, Yale University, 


led to the establishment of Yale Plan 
Clinies where specialists from related 
fields jointly concentrated on the prob- 


Company doctor listens sympathetically 
and asks him to attend a meeting of A.A. 


lem of alcoholism. Here was the first 
attempt by a group of scientists to 
study alcoholism. The first free clinics 
in the U. S. for diagnosing, treating 
and guiding alcoholies, based on Yale 
studies, opened their doors in New 
Haven and Hartford as the start of the 
Connecticut State program. Other states 
have introduced similar operations. In 
all, 81 clinies in all parts of the country 
are giving exclusive treatment to alco- 
holics on an out-patient basis. 

For more than two years the Con- 
sultation Clinie for Alcoholism at Uni- 
versity Hospital in New York has de- 
voted facilities to serve local business 
concerns. Sparked by the Consolidated 
Edison Co. of New York, the clinie was 
established by local industry which 
jointly set up a central clinie for treat- 
ing and rehabilitating employee prob- 
lem drinkers. istandard Oil Co. (New 
Jersey) joined the Consolidated Edison 
Employees’ Mutual Aid Society*in sup- 
porting and using the clinic. Operations 
there have shown “that the clinie can 
do a better job, at than a 
business or industrial company can ex- 
pect to do by itself.” 


less cost, 


Con Edison’s experience at the clinic 
concerned a group of patients who aver- 
aged 23 years with the company. Since 
they had such a long background and 
large equity in the company, these 
workers were encouraged to attend the 
clinie. During the first year of treatment 
the workers were on probation and their 
jobs were at stake. Company volunteers 
were treated as clinic patients. They 
were intertiewed, examined physically, 
and evaluated on personality. Then an 
individual program was preseribed, in- 
corporating one or more of these: 

Psychotherapy: Individual periodic 
interviews with cooperative counselors, 
usually psychiatrists. Since the first 
drink is most dangerous because it 
breaks a dam and encourages a flood 
of drinking, the patient is aided to work 
and live without yielding to any drink. 
Groups of about eight to twelve patients 
discuss mutual problems, evaluating in- 
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dividual progress and getting group en- 
couragement. 

Medical: Treatment is prescribed if 
physical examination shows need. Hor- 
mones and vitamins may be recom- 
mended or a patient may be treated for 
ailments like liver trouble resulting from 
heavy drinking. If psychotherapy fails, 
patients successfully may utilize Anta- 
buse, a drug inducing violent internal 
reaction which keeps them from drink- 
ing because they cannot keep their 
liquor down. Taken alone, Antabuse is 
practically useless. It is, however, val- 
uable when taken in conjunction with a 
long-term readjustment 

Use of Alcoholics Anonymous may be 
precautionary and voluntary. The com- 
mon bond of fellow aleoholics—always 
at the beck and call of a patient about 
to sink back into the bottle—can help 
see patients through their long treat- 
ments. 

While no reports are made to the em- 
ployer during the year or two of treat- 
ment, the company observes the patient’s 
progress by watching his work. The 
Consultation Clinic for Aleoholism in 
New York guides the patient but he 
must do the rest. Since it was established 


pre ICECSS. 


He likes and joins A.A. Learns to stay 


sober by helping fellow-drinkers. 


in February, 1952, the clinic has helped 


get the problem under control for 41 


out of 51 problem drinkers who came 
from Con Edison during the first year. 
These four-fifths sueceeded both in con- 
troling the problem and holding their 
jobs, while 10*—the other fifth—failed 
and left the company. Absenteeism also 
was slashed. Whereas the 41 had aver- 
aged 13 days out of each year, they 
now averaged four days of absenteeism 
compared to six for all other workers. 
That was the story in 1952. 

Following recognition of alcoholism 
as a company problem, Con Edison con- 
ducted its own program from 1948 
through 1951. Of a total of 155 cases, 
79 showed progress. The recovery rate 
was 51%. All told, combining its own 
program handled by its medical depart- 
ment with A.A. cooperatfon, plus cases 
treated by the Consultation Clinic, Con 
Edison’s five year company program 
from 1948 through 1952 showed the 
drinking problem of its workers to be 
65% under control. 

A parallel program was evolved at 
Yale University some years before the 
founding of the Consultation Clinie for 
Aleoholism. The Yale Plan serves com- 
panies which want to determine whether 
they have an alcoholism problem, or it 
aids them if they want to act on problem 
drinking in their ranks. The Yale Center 
of Alcohol Studies cooperates in estab- 
lishing programs to be run by company 
personnel and provides training courses 
for them. The Yale Plan builds on the 
double-R: early Recognition and Re- 
habilitation. 

Since the problem drinker resists any 
attempt to stop his drinking, the Yale 
program encourages him to seek treat- 
ment before he becomes a disciplinary 
ease. Concurrently it seeks to inculcate 
an understanding of the problem in 
management. Different branches of man- 
agement may administer the program, 
be it the medical department or the per- 


* Of these, 4 received separation allowance; 3 
were retired; 1 was discharged, and 2 resigned 


because they could not control the problem. 
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sonnel or employee relations branch. 
The program director, who should recog- 
nize and understand that the problem 
drinker is a sick person, then is made 
responsible for carrying out a program 
to which he is educated. Indoctrination 
continues, from top man down through 
all supervisory levels. 

Plant and community facilities are 
studied prior to securing cooperation of 
inside and outside groups. Counseling 
and referral services also are to be intro- 
duced—to identify the problem drinker 
—to acquaint him with his situation and 
possibilities—and to refer him to the 
available means to restore his productive 
vapacities. At the same time there are 
determined plant policies on such in- 
fluences to the program as job place- 
ment, discipline, treatment and rehabili- 
tation, serverance and retirement. Yale 
also works hand-in-band with the com- 
pany to »repare educational leafiets, 
company magazine articles, posters and 
other means of program publicity within 
the company. 

Results: Reeovery 


. 


rates vary from 


40% to 70% as a result of introducing 
the Yale Plan or similar programs. 
Places of worship and other religious 


Finally he can resist strong drink, hold his 
job and rebuild his broken home life. 


centers have cooperated as outside 
groups working with companies follow- 
ing the Yale Plan. On-the-job religious 
counseling service and general ministra- 
tion to employees’ needs have been help- 
ful in dealing with alcoholics. Accord- 
ing to a breakdown of one company’s 
records showing why workers sought 
counsel, 10% of their problems con- 
cerned alcoholism. 

Within the past decade Du Pont has 
shown results from its program for 
problem drinkers who largely have been 
helped by Aleoholics Anonymous. 
George H. Gehrmann, the company’s 
medical director, believes that “the only 
person who understands an alcoholic is 
another alcoholic.” Dr. Gehrmann has 
since fostered Aleoholics Anonymous 
chapters throughout Du Pont and else- 
where. Although he first sent his problem 
drinkers on a half-hour train ride north 
to Philadelphia where there was an A.A. 
Chapter, he worked to establish a local 
A.A. Chapter in Wilmington, not ex- 
clusively for Du Pont but for the entire 
community. 

Use of A.A. is in keeping with both 
Yale Plan and Consultation Clinic oper- 
ations. In using the Yale Plan a coun- 
selor was selected to work with alco- 
holics. A Du Pont employee, who had 
been an aleoholic and a member of A.A., 
volunteered and was appointed as the 
only full-time Du Pont staff member 
directing his efforts to alcoholism. 

In a word, Du Pont’s work with al- 
eoholies is a three-way operation. For 
three months the aleoholie is the concern 
of the medical department where Dr. 
Gehrmann acquaints him with the nature 
of alcoholism as a sickness. Here again, 
as under the Consultation Clinie method 
used by Con Edison and others, it is up 
to the problem drinker to realize that he 
must do something about his uncon- 
trolled drinking. It’s up to him to cork 
the bottle for good and not revert to 
drinking. 

Parallel to the Consultation Clinic 
operation, the alcoholic is made aware 
that his job is being risked. Since man- 

(Continued on page 110) 
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What Quantity 
Should 
We Order? 


DONALD PEDDIE 


Systems Dept.. Minneapolis-Moline Co., 
Minneapolis 


ETERMINING correct quantities to 

order and thereby provide control 

over the amount of inventory car- 
ried in maintenance, repairs and oper- 
ating supplies has come in for some 
attention during the last year with man- 
agement emphasizing cost reduction. 
For simplicity in presentation, we are 
limiting the scope of this article to office 
supplies (including forms and station- 
ery), though there are no apparent rea- 
sons rendering the same general ap- 
proach inapplicable for any or all MRO 
supplies. 

It should be recognized at the outset 
that two basic types of decisions greatly 
influence stock control for these routine 
items: “How much should be ordered?” 
and “When should order be placed?” 
There seems to be considerable interest 
in devising a system capable of pro- 
viding some overall measure of inven- 
tory control without going into too much 
detail. We do not believe that develop- 


9? 


ment of elaborate order quantity and 
order point charts or tables are justi- 
fied in many situations. We even doubt 
that very simple charts and tables will 
provide a permanent workable solution 
for the great majority of offices. 

Preliminary consideration of the two 
questions mentioned above brings out 
another conclusion. Correct evaluation 
of the order point (when) will be a 
relatively simple though always some- 
what inexact matter and perhaps not as 
controllable as proper determination of 
the order quantity. The latter involves 
cost factors which can be determined, 
while the order point is dependent upon 
varying factors like probable demand 
for an item during whatever time it 
takes to replenish the supply. In gen- 
eral, it appears that reorder points must 
be set to provide only the minimum 
number of units on hand without per- 
mitting the item to run out more often 
than occasionally. How often is “occa- 
sionally’? It might vary from once in 
two, to once in six or seven, years. Us- 
ing departments will object if a run-out 
condition occurs often enough to affect 
the efficiency of their operations, but 
until that occurs there is no problem. 

The typical stationery stores depart- 
ment is in a pretty good position to 
determine within reasonable limits its 
own reorder points in an informal man- 
ner. Anticipated demand for each item 
is reflected in the stock records, and the 
purchasing lead time requirement per 
item is relatively unchanging. So deter- 
mination of reorder points involves few 
factors and these are readily apparent 
to the stationery stores department 
which is the point of origin for most 
purchase requisitions covering office 
supplies. 

Contrast this with the multiple fae- 
tors involved with several using depart- 
ments to make an order quantity deter- 
mination. To decide how much to buy, 
the stores clerk must correctly judge 
the relative importance of cost of han- 
dling, risk of obsolescence, insurance, 


cost of restocking orders, discounts, 
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INVINCIBLE 


BUSINESS ENGINEERED 


DESKS give you. 


greater office efficiency 


Plus % 


SMART GOOD LOOKS! 


These handsome desks are designed for better business living. 
Adjustable height, non-glare top, smooth gliding drawers and super- 
rigid construction make Invincible “business-engineered” desks 

the finest you can buy for “" office. Available in 107 


different sizes and models . . . you can choose one perfectly 


suited to your office requirements. See the Invincible line 
at your dealer’s today. 


And for “‘top-drawer"” secrets, add an Invincible >= 

filing cabinet with Original Concealed Safe Unit. | 
METAL FURNITURE COMPANY 
Manitowoc, Wisconsin 
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market conditions and several other like 
factors. Even though each factor can 
be determined with considerable accu- 
racy, the multiplicity of factors intro- 
duces the possibility of errors. So it is 
for order quantity determination that 
development of some systematized ap- 
proach seems most necessary. 
Determination of purchase order 
quantities for office supplies is a joint 
responsibility of the ordering + point 
(normally the stationery department), 
the systems or office management depart- 
ment, and the purchasing department. 
Following is the responsibility of each 
department : 
Stationery Department. Ordinarily 
six-month (or less on 
some combination orders) supply. But 
if purchasing lead time is long (exceed- 
ing three months) or if minimum accept- 
able order quantity exceeds a six-month 
supply, select a 7 to 12. months order 
quantity and indicate on the purchase 
requisition how many months order sup- 
ply has been selected. With no special 
indication, a six-month supply is to be 
assumed. 
Systems 


requisitions a 


Department. Where neces- 
sary, reduce order quantity to avoid 
probable obsolescence or indicate those 
orders which must not be increased by 
the purchasing department because of 
obsolescence. All orders falling into 


EXAMPLE QUANTITY 
NUMBER REQUISITIONED 


100 
200 
1000 
1000 
500 


#1. Six months additional inventory, times 
¥4%, equals 4'/2%, which exceeds 3% price 
saving. Order the 100. 


#2. Six months additional inventory, times 
¥%,%, equals 41/,%, which is less than 8% 
price saving. Increase order to 400. 


#3. Three months less inventory, times 
¥%4%, equals 2'/45% saving, which is less than 
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either of these categories are to be 
clearly marked so that purchasing de- 
partment will not consider making a 
quantity increase. 

Purchasing Department. Increase or- 
der quantity if absolutely necessary to 
reach acceptable minimums. Otherwise, 
increase order quantity to a point not 
in excess of a one-year supply if by so 
doing there will be a greater percent- 
age saving in the purchase price than 
the number of months of additional in- 
ventory thereby obtained times 34% 

examples 1 and 2). Inventory 
carrying cost of 189 was determined, 
divided into 140% per 


(see 


month and re- 
duced by half to 344% to give effect to 
the fact that inventory carrying charge 
should apply against an average ot the 
beginning and ending inventory. By 
dividing the percentage in half, there is 
no need to compute actual inventory 
values. Decrease the order quantity if 
the added percentage in the purchase 
price is less than the number of months 
of inventory reduction times 34% (see 
example 3 and 4). If the percentage 
differential on purchasing is almost the 
same (within 1%) as the inventory 
carrying percentage, order the larger 
amount and thereby save on order place- 
ment and order handling (see example 
5). Some firms buy the lesser amount, 
when in doubt, to delay an expenditure. 


PRICE DIFFERENCES SUGGESTED 
AT OTHER QUANTITIES ORDER QUANTITY 


100 
400 
1000 
500 
1000 


3% saving on 200 
8% saving on 400 
4%, increase on 500 
1% increase on 500 
4% saving on 1000 


4% price increase. Order the 1000. 


#4. Three months less inventory, times 
¥,%, equals 2'/44%, which is more than 1% 
price increase. Decrease order to 500. 


#5. Six months additional inventory, times 
¥%4%, equals 4!/2%, which is about equivalent 
to 4% price saving. Increase order to 1000 
to save on order handling. 
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your own office 


You can definitely improve the effec- 
tiveness of all your typewritten, printed, 
duplicated or photographed material. 
You'll add prestige, utility, color, by 
binding all sizes of loose pages into at- 
tention-compelling books in a matter of 
seconds. Plastic bound pages lie per- 
fectly flat, turn easily, may be quickly 
loose-leaf inserted or removed. Anyone 
can operate...no training or mainte- 
nance needed. 


JEW, Futt-cowor BooKLer TELLS 


New, four-color, richly illustrated 
brochure tells exactly how you can 
improve all your printed material 
with the Modern GBC Binding Sys- 
tem. Pictures in full color all the 
GBC plastic and loose-leaf binding 
and cover styles — gives complete 
application and cost advantage 
story. Write today. No obligation. 
Address General Binding Corp., 812 
W. Belmont Ave., Dept. 0-11, Chi- 
cago 14, Ill. 


THe Orrice—November, 1954 


COMPLETE STORY 


General Binding Corporation 
812 W. Belmont Ave., Dept. 0-11 
Chicago 14, lil. 


Please rush me, without obligation, my free copy 
of the full-color booklet 


NAME_ 
ORGANIZATION 
ADDRESS 


CITY a 





OFFICE MANAGEMENT 


IN GOVERNMENT 





The Navy's Beneficial 
Suggestion Program 


BEATRICE T. CECIL 


HE Navy’s Beneficial Suggestion 

Program has been in existence for 

about ten years, although funds for 
this purpose were authorized by the 
Naval Appropriations Act of July 1, 
1918 (5USC 416). Prior to 1944 the 
program was loosely knit with no cen- 
tral place for suggestion processing. In 
July 1943 the Secretary of the Navy 
wrote, “It is believed that the solution 
to some of the complex problems . 
might be found by the employees who 
normally perform the routine work on 
the tasks involved, since they are closer 
to, and more familiar with, the work 
than anyone else. The suggestion pro- 


DESCRIBE IT: 


WHAT, WHERE AND WHY-CASH IF ADOPTED 





A poster used in the Navy's incentive awards 
program. 


gram will afford the means through 
which these employees may participate 
in those problems.” 

In 1944 the idea of Leonard Koch, 
a Naval Air Material Center employee 
of Philadelphia, won $750. He devised 
a method of improving procedures for 
handling manufacturing orders. Sav- 
ings to the Government were estimated 
at $17,520. A Bureau of Ships em- 
ployee received $100 for initiating the 
Radio Installation Bulletin, a publieca- 
tion designed to provide world wide 
distribution concerning radio, radar 
and sound equipment and installations. 
This centralized the vital information in 
one place. 

The number of ideas submitted 
gradually increased. By 1949 the Navy 
was ahead of private industry. The Na- 
tional Assn. of Suggestion Systems at 
the convention in Cleveland awarded it 
a plaecque for being the Government 
establishment that showed the greatest 
increase in participation by its civilian 
employees. 

During the 1953 fiscal vear the Navy 
Department processed over 80,000 sug- 
gestions. Of these, 22,700 or over 25% 
were adopted. Monetary savings to the 
Government have been estimated to be 
at least $15,000,000 during the first 
year these ideas are in operation. Inas- 
much as the initial reward to the sug- 
gester varies from $10 to $275 and sav- 
ings to the Navy may continue for sev- 
eral years, an additional award to the 
employee may be made later. 

It cannot be always estimated = in 
advance how much monetary gain will 
result from an idea. If the award is 
based on the use of an improved office 
form, obviously the time saved and the 
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PHOTOSTAT 


(REG. U. S. PAT. OFF.) 


PHOTOSTAT 
INSTANT COPIER 


Uses Eastman Kodak's new VERIFAX process. 


Makes three or more black on white copies 
up to 81/2" x 14” in one minute. 


Takes up less than two square feet on desk 
or table . . . or stand can furnished. 


Can be used under normal office lighting by 

anyone at any time. 

Is unequalled in flexibility and versatility. 
* Fully guaranteed by Photostat Corporation. 
Today . .. more than ever before... 
PHOTOSTAT CORPORATION 6sstands 
ready to serve you with photographic 
copying apparatus and material of the 
very highest quality. From the small 
Instant Copier to the large, completely 
automatic continuous models, you can be 
properly equipped to handle your par- 


PHOTOSTAT is the registered trade mark 
of PHOTOSTAT CORPORATION 
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has these answers 
to Small or Medium-Sized 


CORPORATION Office Copying Problems 


PHOTOSTAT 
MODEL JUNIOR 


® Occupies same floor space as the average 
office desk, 48’’ x 52’, height 52’. 


@ Comes complete with lens and prism, lamps, 
developing and fixing apparatus. 


© Copies at original size subjects up to 81/2" x 
11... or reduces from originals as large as 
14” x 18”. 


® Bookholder, Solenoid Shutter Control and Deep 
Dark Box available as extra equipment. 


@ May be easily operated by office personnel 
and under normal office lighting. 


ticular needs most efficiently and econom- 
ically with the same permanent, errorless 
copies .. . erasure-proof, water-proof, and 
fraud-proof .. . that set the standard of 
good photographic copying the world over. 
You will be amply repaid if you get full 
details before purchasing any office photo- 
copying equipment. Write to 


PHOTOSTAT CORPORATION 


299 State Street, Rochester 14, New York 
Service offices in most principal 
cities and in Toronto, Canada 





number of forms used will be a factor. 
Should this go further and embody a 
less expensive grade of paper or re- 
sult in taking up less filing space, the 
savings would be greater. Any sugges- 
tion feasible for adoption elsewhere in 
the Navy or other parts of the Govern- 
ment would have the same result. The 
set-up to encourage as many sugges- 
tions as possible is as follows: 

Employees are urged to participate 
in submitting suggestions by the pres- 
ence of posters and suggestion boxes 
located at strategic points in the build- 
ing. These are changed periodically to 
stimulate interest and add to eye ap- 
peal. 

We have Father Time with his scythe 
saying “It is later than you think.” 
There’s a diner waiting for the waitress 
to bring in his order saying “Send them 
in while they’re hot.” Illustrations have 
included a prospector with pick (Thar’s 
Gold in Them Ideas!) An appeal to the 
ladies from the Administrative Offie 


as a payroll insert showed a woman 
with her arms laden with moneybags 


as a result of her adopted ideas. 

To process the ideas that are sent in 
there is a committee on awards to civil 
employees which consists of five or more 
persons appointed by the Chief of the 
Bureau (Ships, Aeronautics, Ordnance, 
ete.) They are from clerical, personnel 
and technical sections. If additional 
help is needed in the evaluation of tech- 
nical data the committee will call upon 
other branches. The employee is notified 
in writing whether or not his sugges- 
tion is adopted. If not, the reasons 
therefore are stated. If the idea is ac- 
cepted, a check is drawn in the amount 
determined by the committee and a 
copy of the letter advising the recipient 
is filed in his personnel folder. 

Every effort is made to reply 
promptly to the person offering a sug- 
gestion. On July 25, 1951, it was esti- 
mated that the normal suggestion proc- 
essing time between date of submis- 
sion and payment of a cash award 
averaged six to eight months. That 
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processing time has been sharply cur- 
tailed. The writer submitted a sugges- 
tion which received a cash award in 
February 1954. The plan was sent in 
in December 1953 and involved the use 
of a form on which prospective con- 
tracts were typed. The idea was to 
save the Government money by using a 
thinner grade of paper. This made for 
greater legibility of carbon copies, took 
up less space in filing and resulted in 
a check for $20, less taxes. 

Diplomacy is the keynote when sug- 
gestions are declined. One idea which 
did not “catch on” was rejected as fol- 
lows: “Your beneficial suggestion on 
Consolidation of Information in the 
Naval Correspondence Manual has been 
referred to cognizant personnel. This 
problem is presently under study by the 
Executive Office of the Secretary of the 
Navy. This Bureau has made recom- 
mendations that the manual be revised 
to eliminate as many optional practices 
as possible and thus eliminate the need 
for Bureau supplements. 

“However, as long as options remain 
in the basic publication, Bureau inter- 
pretations in the form of  supple- 
mentary pages will be required. The 
other alternative is to publish a com- 
plete Bureau Manual derived from the 
Navy Correspondence Manual. This is 
not looked on with favor at the Depart- 
ment level. 

“In view of the above comments your 
suggestion cannot be adopted, but your 
initiative in bringing this matter to the 
attention of the Committee is appreci- 
ated. Sincerely yours, .. .” 

The form on which ideas are sub- 
mitted is flanked by an anchor and 
rope on which USN is superimposed. 
In the center “Navy Beneficial Sugges- 
tions are ideas to build a better Navy 
in less time and at less cost to the tax- 
payer”. Then we read “Instructions to 
Suggester: (1) Complete all informa- 
tion requested. (2) Describe your sug- 
gestion completely—tell what it will do 

where it can be used—how it can be 

(Continued on page 208) 
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Even your 
office boy 
can be a 


calculating —_ 


aie x 


...and he'll be one in 15 minutes if he 
counts on a Facit! 


champion 


The Facit calculator is of an entirely new type, versatile in all kinds of 
office work. Thanks to its easy-to-learn 10-key system, anyone can 
operate it in a few minutes. Besides, the Facit is so 

small and light — not much bigger 

than a telephone — that it’s easy 

to bring it with you wherever 

you need it most. 

The Facit is rustproof, 

dustproof and foolproof... 

and you can calculate 

with one hand and write 

with the other 





World's most exported calculator. 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. © 114 Sansome St., San Francisco 4, Calif. 
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The author and cre- 
ator of Safo symbol 
writing. For cen- 
turies, attempts have 
been made to pro- 
vide the peoples of 
the world with an 
international com- 
munication medium 
but it still remains 
doubtful whether the 
curse of Babel will 
ever be lifted. 


o 


VYAaYW 


de er bite 


P+ -f fh & fry 
5 0 st at 


ra 
hag! yO pide 
' wh erifing question 


FY WF th ® bide 4% 


MT a 
Owe ity te ow 


on OAM AY. 
Te 1 a, 


Photo by Keystone, Munich 


PROF. DR. ANDRE ECKARDT 
Starnberg/See, Bavaria, Germany. 


such forms of writing are restricted to 
and people. 
One Russian correspond- 
ence, books without a 
knowledge of Russian written.characters. 


certain countries certain 


ROGRESS in business and science 
can be furthered with easier com- 
munication between the peoples ot 


read 
newspapers or 


cannot 
Besides an international 
language, we need a common, world- 
writing form which will allow us to 


the earth. 


correspond with different peoples with- 
out knowing their language. The exist- 
ing writing forms like Latin, Russian, 
Arabian, Hindustani, Japanese, ete., 
eannot fulfill this purpose because all 


. *. F 225 


leaf, flower, egg, 


fun, moon, etar, tree, 


Sis Biya Ca a 2 


Yet, in the far east, Chinese calligraphy 
makes it possible for some 600 million 
people to understand each other, not 
only in China itself but among Japanese, 
and Annamites. Any world- 


oO a ho ~ 


animal, ineect, worm, 


re Se 


Koreans 


7 ~ 


eye, ear, mouth, nore, heart, head, arm, hand, foot, leg, hair 


— 
—— 


A 4% FR A 


TT / © @® J 


roof, houre, table, chair, beam, bridge, knife, ring, wheel,etiok, 


BO D h uw 


tf ~ # | et 


Carriage, anchor, bell, versel, needle, cord, tissue, arms, cannon 


Fig. |. This group of Safo symbols contains objects from nature. 
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THIS DEADLY WEAPON is HERMETITE PROCESSED 


only a typewriter typebar. CARBON PAPER: 

It won't harm you, but it kills car- @ American Carbon Paper Mfg. Co 
bon papers. A sure defense against Ennis, Texas 

it is HERMETITE PROCESSED Capital Carbon & Ribbon Co., Ltd 
CARBON PAPER made to with- a: SAM, Same 

stand the repeated pounding of Se wg aga & rng igh Inc 
even electric typewriters. HERME- . i ically 
TITE NON-SLIP CARBON ae ee ee 
PAPERS are easier to handle, hold siiiiciiccl ai 

multiple copies in register without y wovenctiagy! ~~sterie 

gadgets and produce more clear Gtk Town: Cimoniinn 

copies than ordinary carbons. Prove 750 Pacific St., Brooklyn 38, N. ¥ 
this yourself in your own office. Pacific Carbon & Ribbon Mfg. Co 
Write one of the following com- ee ee ee 


Fae Es z Write Inc 
panies for samples of ie barman: Wee, Mew York 17 


anit 


HERMETITE CORPORATION 
CARLSTADT © NEW JERSEY 














New 


ALUMINUM 
CHAIRS 


ADD TO YOUR PROFITS with this full line of 
CRESTLINE Aluminum Office Chairs . . . beautifully designed 
and finished in a wide variety of leathers, plastics and 


cloths . . . seating designed for the modern office. 


SEND TODAY for your copy of the four- 
color CRESTLINE Chair Catalogue. 


SECURITY STEEL EQUIPMENT CORPORATION 


Avenel, New Jersey 


Please send me a copy of the four-color CRESTLINE 
Chair Catalogue without obligation 
Name 


Firm 


Address 
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ae 


ae ey 


fire, water, ice, electricity, birth, death, cloud, air, work 


x $ 


s 3 be 


art, eport, field, guidance, music, right, harvest, position, bow 


+ - - 


ws ra ~ 0 # 


affirmation, negation, root, ground, turn, likeness, degree, sign, 


a 2? ae ae 


aes ie. re 


elope, part, beginning, end, weight, fall, standing, corner, play 


Fig. 2. The Safo signs above are general symbols, abstract conceptions, mathematical and 
technical symbols, 


writing has to similarly use pictures or 
symbols and figures. 

A series of such symbolical signs are 
already in common international usage. 
These include the digits 1 to 9, mathe- 
matical and geometrical signs, punctu- 
ation marks, musical notation,’ ete. 
During the past ten years, I have com- 
posed a new system of international 
writing called “Safo.”’ It comprises the 
presently used symbols mentioned above, 
augmented by additional Alto- 
gether this system consists of 180 basic 
signs and is much Icss difficult to learn 
than Chi.ese with its more than 30,000 
different word figures. The Safo signs 
are written side-by-side like our Latin 


+ 


cross, to the left, 


eS Se 


sIgns. 


> 


to the right, 
a, /- 


languages. Marks are put before the 
signs to designate adjectives, adverbs, 
prepositions, pronouns and = conjune 
tions. Marks placed after the 
signify verbs; present, past and future 
tense, making it possible to fix the 
meaning of every word to avoid misu 
derstanding. A typewriter is being de 
veloped to write the Safo signs. 

The 180 basie signs were chosen for 
ease in writing, reading, 
and recognition. One group of 
(Fig. 1) contains perceptable objects in 
nature, parts of the human body and 
objects of handicratt. A group 
(Fig. 2) ineludes general symbolical 
and abstract conceptions, 


signs 


remembrance 
signs 
second 


signs some 


ate a < > 


height, depth, breast, back 


A <>? 


existence, person, man, woman, child, food, language, expansion 


& ® + Q 


= 2 eS 4 


money, machine, kind, science, thought, meaning, will, place, time 


l ] 


L t j h 


marks for plural, verb, past tense, future, adjective, adverb,pronou 


J 4 


+ f 


marks for preposition, conjunction, abstraction, comparison 


Fig. 3. This group of Safo signs includes those used to designate adjectives, adverbs, etc. 
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A MA MM n 
rock, mountain, mountain range; animal,, herd, animal kingdom 


- ma SCO 1v ae ee 


father, mother, parents, men, workman, friend, to be, great, yes 


rr a 22 ™: qu do 40 
quickly, I, you, Monday, February, spring, etc., towards, friendly 
~ CH CH > rm x = Jol she 


culture, destiny, order, fidelity, treason, ability, door, face 


nh hhh 


Fig. 4. By repeating a Safo sign, collective terms can be expressed. 


mathematical and _ technical 
third group (Fig. 3) contains 
simple original signs and signs to 


signs. A possible pronunciation. Without depend- 
ing too much upon existing languages, 


the 180 basie signs contain the syllables 


some 


designate adjectives, adverbs, ete. By 
repeating a sign once or twice, collective 
terms can be expressed. For example: 
rock, mountain, mountain range; animal, 
herd, animal kingdom, ete. By coupling 
several basic signs and using phrase 
signs, any expression can be written 
because new word groups can be com- 
posed, 

With the cooperation of Dr. K. Ross- 
mann, a foundation dictionary with 
about 20,000 German words has been 
prepared. This year we hope to publish 
an abridgement in English, and later 
ones in French, Italian and other lan- 
guages. 

Every 


SP 


Everybody 


writing form must have a 


can read thie 


Chacun peut 


hu-ib 


f-t Be 


for SAFO ie the bridge 


car SAFO ert le pont 


hi-ba-po SAFO am-da ug 


cot dW +} 
writing in 
lire cette écriture dans sa 


for 


ho-hu hu-ekekek 


ba, be, bi, bu, bo, ab, ib, ub, eb, ob, ete., 
with Latin pronunciation. Hence, sa 
signifies “meaning” and fo signifies 
“writing,” in the name of our system, 
Safo. Latin spelling and transeription 
permits use of the International Morse 
telegraphic code. 

Safo can be used in private and busi- 
ness correspondence, in motion pictures 
and television, by post offices and rail- 
ways, in the military and diplomatic 
services, by the blind or deaf and dumb 
—by all without knowing the language 
of other people. As a medium of com- 
munication between the peoples of the 
earth, it can serve as an instrument to 
maintain peace. 


J? 434 


hie 


tt © 


own language, 


propre langue, 


ki-da al-be-fo-da hu-af fo ho-ik hu-gob-ad ha-ib-ee zu, 


| Tr = dh 


dt 8, Jr (&) 


all the languages of the world. 


pour toutee les languee du _ ~=monde. 


zu-we ho-gib woixwi. 


Fig. 5. A sentence written in Safo symbols, English, French and Safo sounds. 
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the first. truly auto omatic 
electric duplicator a 


Famous Industrial 


MODEL 76 


$3250 


ae er 


PUSH-BUTTON control for automatic starting and 
stopping makes the new Conqueror Electric Spirit Dup- 
licator the first truly automatic spirit duplicator on the 
market. 


Styled by famous Jean Reinecke, the Model 76 
CON U EROR isn't merely a motor added to the highly popular, hand 
operated Model 70, for as you can see, the motor drive 

is 


not an appendage — it was carefully considered from 


u 4 le the inception of the Conqueror series. Scientific design, 
and built-in unit construction gives you the sweetest 
mechanism, the most smartly styled, the most versatile 
and efficient office machine you've ever seen. 
wee the button and the motor and yee! start operating. 

e last sheet through turns off both feed and motor... 

THE ELECTRIC automatically. And, if you're interested in — sheet 

feeding as in systems duplicating, there's a feed lock- 

DUPLICATOR WITH out, and a single revolution of the cylinder is obtained 

ALL THE FEATURES... by merely pressing push-button. Spirit of '76 duplicating 

| ete is completely effortless .. . at this low price it's a natural 
for any office, school, church or institution. 


(rS — The HEYER Corporation 
re | 182] S. Kostner Ave., 
eerie 23. Dlinois 


, SS Ue Famous in 
SS a Pe Duplicating 


for over 


VISIBLE FLUID SUPPLY — You ADUSTABLE PRESSURE CON- ROTARY FEED—Elecirically op- 50 years 
olwoys know level of fluid in TROL — Assures maximum copy eroted, zips the copies through 
tonk, no pumps or rubber hoses runs of olways brilliant copies in perfect registration poper 
to get out of order oe copies lighten, adjust size up to 9 x14 inches 
control. 


FLUID CONTROL — Mecsures RAISE AND. LOWER CONTROL BUILT-IN RESET COUNTER — PUSH - BUTTON CONTROL — 

exoct flow of fluid to paper — Simple dialing of control Alwoys in view of operotor Push - button sterts duplicator 

compensotes for ony kind wheels raises of lowers print on you run exact number of copies running, last sheet through shuts 

of paper, ony atmospheric con- page. Forget all centering tricks you need off mochine and motor. Con be 

dition operated single sheet, hand 
feed for systems use 





Relieves 
Typing Pool’s 
Workload 


OSSES at Carrier Corp., Syracuse, 

N. Y., need no longer bury their 

secretaries under a_ pile of office 
memos, spee sheets and correspondence 
to be copied. Private secretaries no 
longer rovte price sheets, freight bills 
and engineers orders which they find 
on their desks into the seeretarial pool 
to tie up stenographie time. Instead, all 
printed, typed, written and drawn mate- 
rial that must be copied is sent direct 
Hunter Heeeo-kwik photocopy 
machine. Retyping a sheet once 
took Carrier secretaries 34 minutes: 20 
minutes skilled typing time to copy the 
material plus seven minutes each for 
two prootreaders to compare the copy 


to a 


spec 


Ni) DING 
RESTRICTED AREA 


with the original since one error could 
mean enormous money and time losses 
in the shop. Nowadays all copying work 
is sent direct to the printing department 
turned out on the photocopy 
machine which supplies the completed 
copy in less than 45 seconds. Proofread- 
ing is unnecessary since the photo- 
graphic principle eliminates all possi- 
bility of error. 

While Hunter engineers originally de- 
signed the Heeco-kwik to take the place 
of scarce secretarial help, Carrier Corp. 
has gone even further. They have made 
it an integral part of their printing de- 
partment and use it alone, and in con- 
junction with other equipment, to copy 
work for five major departments: 


to be 


1. The sales department brings in a 
constant flow of vendor’s letters, deserib- 
ing materials needed for manufacturing. 
Copies of these letters accompany orders 
of materials that other manufacturers 
purchase from Carrier. Copies are also 
sent to the facilities planning department, 

2. Material control photocopies all in- 
coming records, outgoing reports, and 
other forms and printed data. 

3. Purchase orders and price sheets 
are copied for the purchasing depart- 
ment. 

4. Traffie sends their freight bills to 
the printing department for photocopy 


Carrier Corp., Syra- 
cuse, N.Y., no longer 
sends material to 
their stenographic 
pool to be retyped. 
Instead they use this 
Hunter Hecco-kwik 
photocopier to make 
copies in their print- 
ing department. 
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EXCLUSIVE “HINGE-TOP” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Fac e-A’s handy “Hinge-Top” Box keeps “Hinge-Top” Box with these Eagle-A Papers: 
these superior typewriter papers fresh and 100% RAG EXTRA No.1 25% RAG CONTENT 
clean... lets you conveniently slide out Coupon Bond Trojan Bond 
the sheets you need. The “Hinge-Top” 100% RAG Fitton pm 
Box is another big extra feature with Coupon Onion Skin pitti 
Eagle-A Boxed Typewriter Papers...the y ene sate a Quality B = 

, %s 2 9 : gawam Union Skin uality Done 
world s finest office papers. They re avail- Ouality Onion Skin 
able in letter size or legal sizes, plain and 75% RAG CONTENT Quality Manifold 
ruled — for all your office needs. Always Contract Bond TYPE-ERASE PAPERS 
ask your stationer for Eagle-A Boxed 50% RAG CONTENT Type-Erase Bond 
Typewriter Papers! Acceptance Bond Type-Erase Onion Skin 


Free! Test Kit of new Coupon Onion Skin FAGLE.4 PAPERS Ape 
. 


and Miniature Sample Booklet of AVAILABLE IN 4 
Eagle-A Boxed Typewriter Papers. FLAT Press SIZES 
Write on your letterhead to Dept. O, ASK Your Star, SB 
AMERICAN WRITING PAPER CORP. — 
HOLYOKE, MASSACHUSETTS 


i 
OR PRINTER 





NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of»management’s time. 
But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 
Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping. 
Shaw-Walker makes everything for the office—except 
machines—chairs, desks, Fire-Files, filing cabinets, loose- when “pon ate ene’ of the clot 
leaf and payroll equipment—each “time-engineered” to -Walker “time = engineered” 


. ° filing systems. F f 
help make the most of every minute, every working day. aan tar’ ae p Pn 3 1.000, 


“Built Like a The booklet, ‘Time and Office Work,"’ is packed with ideas for stretching 
office time. A wealth of information on “‘time-engineered”’ office sys- 
tems and equipment. 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 52, Michigan. 


Largest Exclusive Makers of Office Furniture 


GHAW-WALKER 22s Esuznent i te mori 


Branches, Dealers in All Principal Cities 
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ing. 

5. Plant engineering utilizes the pho- 
tocopier to make transparent copies of 
engineering drawings. The transparent 
copy is used as a master for a diazo- 
type multiple copy machine when more 
than ten copies are required. In_ this 
way the original is not altered and sub- 
sequent changes can still be made on the 
drawing. Printing department head, 
Gary Vertigan, says they also use the 
photocopier to make file copies of the 
engineering drawings. In the past, it 
cost Carrier $2 per negative to make 
film positives of these drawings. A 
photocopy now costs 10e per drawing. 

In addition to the above uses, the 
printing department makes offset plates 
with the photocopier. Light-sensitive 
paper replaces more expensive negatives 
which they previously used for offset 
work. According to Mr. Vertigan, they 
copy any material, including halftones, 
up to 12” wide and of any length, on 
the photocopier. A dial setting makes 
it possible to copy material from trans- 
parent, translucent or opaque paper. 
The machine reproduces blue and purple 
originals as well as black-and-white. It 
also registers different tone qualities 
for colors. 

Material printed on one or both sides 
of the same sheet can be copied. To 
make a copy, a machine operator inserts 
the original material together with light- 
sensitive paper into the machine. Here 
it is exposed to a light source inside 
the machine. Chemical transfer produces 
the clear positive image of the finished 
copy. Carrier’s printing department 
members learned to operate the machine 
in 15 minutes. 

Mr. Vertigan says the whole Carrier 
organization benefits from the new 
machine and executives agree. Mr. D. V. 
McPherson, manager of the traffic de- 
partment, stated, “In some areas 85% 
savings have been realized over old 
methods of typing and proofreading. 
In addition to the actual money savings, 
work has been speeded up in almost 
every department.” 
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THANK YOU! 


The ‘SECRETARY'S 
Secretary" enjoyed an 
enthusiastic reception at 
the National Business 
Show in New York City. 
Efficiency experts, news- 
papermen and the gen- 
eral public expressed 


their approval: ". . . This 
is a completely new idea, 
efficient, and a must in the modern office.” 


Carbon Paper 


Copy Paper 


sheets 


Stationery 


"Magic" 
Arranger 
and 


Erasers, Pencils 
Envelopes 


The "SECRETARY'S Secretary” saves valu- 
able time, movements and materials—pays for 
itself within a few weeks. This desk top unit 
holds all the necessary papers at the typist's 
fingertips—including envelopes. On its front 
plate stationery, carbons and copy papers 
are collated "magically" in a fraction of a 
second into perfect evenness—ready for the 
typewriter. The front plate also serves as an 
eye-level copyholder. It eliminates fumbling 
in the desk drawer for papers. (U. S. and 
foreign patents pending). For full informa- 
tion write to: 


The MIRSA Co. of U.S. 
1475 EUCLID ST., N.W., WASHINGTON, D.C. 
Dealers needed in all cities. 





ESeeerc Kk 
°° §5 Paper - 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


Use 


Fidelity 


Onion Skin 


For 


THIN LETTERHEADS 
COPIES 
RECORDS FORMS 


Send For Samples 


ESLEECK 
MANUFACTURING COMPAN) 


lurners Falls, Mass. 


Alcoholic Workers 


(Continued from page 90) 


agement has shown consideration for the 
alcoholic, it is up to him to match that 
consideration by quitting drink. The 
alcoholic is told that if he cannot make 
the grade after three months, Dr. Gehr 
mann will recommend he be taken off 
the payroll—and in most cases he ts. 

Then comes the second step. The 
problem drinker is referred by the 
medical department to Du Pont’s full 
time counselor who, in turn, refers Du 
Pont alcoholics to A.A. where the prob- 
lem drinker is invited to attend at least 
one meeting—then decide whether he is 
interested in continuing. Often he keeps 
attending because he feels there’s some- 
thing in it for him—both a program 
and the understanding of fellow tormer 
alcoholics. That’s the third step. 

Results? Some 65% of Du Pont aleo- 
holies have been rehabilitated. Numer- 
ically, Dr. Gehrmann estimates 180 Du 
Pont workers who belong to A.A. owe 
their jobs as well as their lives and their 
sanity to A.A. and its activities. 

For many years at Allis-Chalmers 
Mtg. Co. in Milwaukee, the company’s 
industrial relations and publie relations 
divisions noted that the out-of-control 
drinker was a problem in shops and 
offices. Volunteers individually tried and 
moderately succeeded in helping some of 
these drinkers. However, as the com- 
pany grew, its alcoholism problem also 
grew “beyond the ability of individuals 
to cope with it on an unorganized basis.” 
A special committee was formed. 

From a survey, the committe for the 
study of alcoholism learned that about 
10% of workers who were discipline 
cases were problem drinkers. The com- 
mittee studied what other industries 
were doing and consulted the Yale 
Center. A psychologist was engaged to 
conduct research, arrange tests, draw up 
forms and procedures, establish mate- 
rial on the subject, a filing system and 
a general outline for handling the pro- 
gram. 


Tue Orrice—November, 1954 





"LOOK —clean hands—thanks to 


AZOGRAPH 


—a completely new process for 
making copies.” 


“I'm a white collar girl who stays clean— 
even though I spend all my time 
typing duplicating masters (and 
making corrections) now—for the 
first time—my hands are clean 
when the work is finished. The 
girls who use the AZOGRAPH 
duplicator say the same thing— 
and they tell me it is such a fast, 
easy way to make copies.” 
*For more information about AZO- 
GRAPH—a completely new, pat- 
ented, low-cost way to make copies of written, typed and 
drawn material—simply clip the Information Requesi ticket 
below to ay letterhead and mail to A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. 


= A-B-DICK 


THE FIRST NAME tN DUPLICATING 


* 


Information 
Request 


See above 


Dept. O-1154 
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BRUNSVIGA 





The “BRAINS OF STEEL“ 
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Adding Machine model G Tl] E 





@ Direct operation ten key selection 
e Credit balance 

@ Optional hand operation 

@ Noiseless operation 


This most recent addition to the time-proven 
and well-known BRUNSVIGA-Adding and 
Calculating machine line is destined to set 
new standards in the Adding machine field. 
it is truly another product well deserving 

of the distinguished name of BRUNSVIGA. 
Watch for announcements in your locality. 


THE “BRAINS OF STEEL” BRUNSVIGA 


Brunsviga Maschinenwerke AG. Braunschweig - Western Germany 
Exclusive Importers for the United States of America: 
B. FRANKLIN SOFFE & ASSOCIATES 
6399 Wilshire Boulevard 
Los Angeles 48 - California 
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Just as Du Pont had done, Allis- 
Chalmers put at the helm of part of 
its program a former alcoholic who had 
been secretary of Alcoholics Anonymous 
for Milwaukee County. However, the 
A.A.’s work is carried on in conjunction 
with the company’s counseling program. 
That program has been guided by 
Henry A. Mielearek, its personnel head 
who was a social worker with local ex- 
perience in public welfare work. The 
overall program, introduced 11 years 
ago, is served by a psychologist, a psy- 
chiatrist, a physician and a_ social 
worker. 

Strong links in the Allis-Chalmers 
program are internal and external train- 
ing courses explaining the problem 
drinker and the treatment of alcoholism. 
Almost 2,000 supervisors have taken the 
two-leecture courses, along with such 
community groups as social workers and 
tavern owners, police and nurses. When 
necessary, patients are directed to one 
of three local hospitals equipped to treat 
alcoholics. The alcoholics is further in- 


volved by paying part of the expense, 
while the medical and hospitalization 
plan covers the rest. Along with wide- 
spread general publicity within and 
without the company, the elergy and 
the courts also are enlisted to cooperate. 
As the community benefits from money 
spent by Allis-Chalmers workers, so it 
stands to lose from company workers 
who are alcoholics. 

Roughly 400 aleoholic patients have 
been treated out of a total 18,000 work- 
ers in the Milwaukee plant. Although the 
program has been in effect for several 
years, only incomplete returns are 
known. Often the alcoholic is a skilled 
and valued worker, since one report in 
1953 showed that the problem drinker 
averaged $2.09 an hour while other 


workers averaged $1.82. An estimated 
10,000 manhours, formerly lost in ab- 
senteeism, have been saved. On a dollars 
and cents basis such economy paid five- 
‘old for the program. Moreover, workers 
have saved about $29,000 or more an- 
nually. Important too, supervisors’ time 





The ROL-RACK 


with FIVE FEET of Shelf Space! 


A BOON TO Purchasing Agents, Account- 
ants, Lawyers, Engineers, Brokers, Hospitals, 
Librarians, Educators, Professional Men 
and Women. 


Sturdy and Durable 


Made of choice selected |!/4" hardwood. Sloping 

shelves angled for title reading, doweled and 

bolted to insure durability. Side-riveted swivel 

casters with resilient rubber tires which roll 

smoothly with a full load. 

Dimensions: 32" long, 13" wide, 31" high 
13” between shelves 


Satin Walnut Finish or Natural wood Finish. 
This BOOK TRUCK was designed to sell for 
$69.50, but because of economies effected by 


mass production in our own factories, they are 
being offered at this low, low price. 


HEARTHSIDE INDUSTRIES—A Division of The Grolier Society Inc. 
2 West 45th St., New York 36, N. Y. 





Attractive Dealer Franchises Available 
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FOLD 800 Wi te) a3 


LETTERS PER HOUR! 


5 


postpaid 
SO MUCH EASIER — NEATER 


Here, for the first time, is an auto- 
matic letter folder priced within 
the reach of all offices. 


Simple to use-— operates manually 
to fold four letterheads at once. 
Neat, perfect folds every time. 

Pays for itself — money-back- 
guaranteed to speed letter fold- 
ing up to 800 more per hour. 
Quantity discount for 12 or more. 


MAIL YOUR CHECK WITH THIS COUPON TODAY 
Jiffi Sales Company 

1140 S. Division Ave. 

Grand Rapids 7, Mich. 


Please send _. ss sCSSFFI-Fold @ $11.95. 


Check for ———_  £& 


Name_ 
Address__ 








and efforts have been saved; accidents 
and machine loss and waste have been 
reduced; minds, tempers and livers have 
heen rescued from the scrap heap. 

In 1948, Dr. John Norris, medical 
director of Eastman Kodak Co. of 
Rochester, N. Y., observed that, “A com- 
pany that says it doesn’t have any prob- 
lem with aleoholism among its employees 
doesn’t know what it’s talking about.” 
His company long has been active in 
utilizing services of A.A., a phychiatrist, 
welfare agencies and the clergy. Should 
the alcoholic have drained the family’s 
living expenses, loans may be made to 
the family by the Kodak Employees 
Assn. or by local welfare groups. Fur- 
thermore, the family is educated to 
understand the problem of alcoholism. 

Another large corporation which 
manufactures a variety of chemical and 
related products stated that they have 
“no formal plan for handling alcoholism 
problems in the New York offices.” Even 
as Du Pont and Con Edison and others, 
the matter was in the hands of the medi- 
cal department. 

“Actually, alcoholism is a very minor 
problem with us,” a company doctor 
wrote. “Each ease is handled individually 
and I might state that we have had 
almost 100% good results from Alco- 
holics Anonymous. It usually takes a 
while to get an aleoholic interested in 
this organization, but once he is inter- 
ested I would say that our percentage 
of success is approximately 85.” 

But nobody knows a “cure” for al- 
coholism, enabling the problem drinker 
to become a social drinker again. 

A.A. inspires and helps to build up 


Fm 
RHEUMATISM F TION 


Tue Orrice—November, 1954 





King Cotto 


“No business rec 


ord is 


F worth more than the 


paper it 


Ever have trouble with dog-eared sheets, 
split-cornered cards, tinted sheets with white 
or rough spots from erasing? This can mean 
hundreds of dollars in time and labor recopy- 
ing vital records. Ever look into old files and 
find brownish, cracked sheets — sheets of 
records that the law says you must keep for 
many years? 

If you have these or any other troubles 
with the ledger paper or index cards you use, 


g written on 


keeping papers, MECHANO FORM 
LEDGER is available in white and six colors, 
in 13 sizes and four weights. MECHANO 
FORM INDEX-BRISTOL is available in 
white and seven colors, five sizes and four 
weights The colors match for “color con- 
trol” — a real convenience if you have sev- 
eral departments, branches or types of rec- 
ords. The many weights mean you can get 
paper or card as tough or stiff as you need it, 


here’s the answer: 


PARSONS MECHANO FORM 
Made with NEW Cotton Fibers 
One of America’s most popular record- 


and the wide range of sizes makes possible 
getting practically any shape sheet or card you 
need, without wasting paper. MECHANO 
FORM is made to match the needs of both 
machine and hand bookkeeping. 


PARSONS PAPER 


Cc 


OMPAN Y 


Over 100 Years in Holyoke, Massachusetts 


VALUABLE FREE BOOKLET 


Do you know how long various types 
of records and documents should be 
kept? How to plan and set up a con- 
tinuing system for adequate records? 
Or what type of paper you need to 
stand up under various amounts and 
years of use and storage? This new 
booklet will also help you buy your 
record-keeping papers and cards more 
economically. Every accountant, treas- 
urer, controller, office manager and 
bookkeeper should have one. Send for 
your free copy today. 
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PARSONS PAPER COMPANY 
Dept. 4K, HOLYOKE, MASSACHUSETTS 
Please mail me, without cost or obligation, your new book- 
let on records systems and retention. It’s called “How to Get 
What You Need in Record-keeping Papers and Index Cards.” 


Name 


. . (PLEASE PRI 
Organization ~ we? 


or Company 


Street 
City 


or Town State 





work-savers 


by Olivetti 


Olivetti Fully Automatic Printing Calculator. 
Automatically performs the 4 basic operations 
in arithmetic . . . and prints a permanent tape 
record of all calculations. In commercial pro- 
duction for 7 years, it is still the only fully auto- 
matic machine of its type. 


Olivetti Automatic Carriage Printing Calculator. 
Automatically calculates . . . and prints desired 
figures on record forms, automatically moving 
to the proper columns. Provides automatic and 
shuttle carriage operation. It is the first and 
only machine of its type. 


Olivetti “Electrosumma 14” Adding Machine. 
Subtracts directly, gives credit balance auto- 
matically, multiplies semi-automatically.Capac- 
ity 999,999,999.99. Extra ease and accuracy 
through Olivetti’s special double and triple zero 
keys, and automatic keyboard lock to prevent 
false entries. 


For further information ... for name of nearest 
dealer . . . for a demonstration or trial in your 
own office, write, wire or phone: 


Olivetti Corp. of America Olivetti Sales Corporation 
580 Fifth Avenue 230 N. Michigan Avenue 
New York 36, N. Y Chicago 1, Illinois 
JUdson 2-0637 ANdover 3-2689 

Olivetti Sales Corporation 

17 Second Street 

San Francisco 5, Calif. 

EXbrook 2-6947 
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a resistance within an alcoholic to stay 


away from the stuff as he would stay | r| f, hi FREE 
away from strychnine because the re- | Sen or f AY 
sults are just as deadly. Like alcohol, | r 
strychnine is used in medicine in small | CIRCULAR: 
dosages as a stimulant. Once abused, 
both are poison, | 
If recognition and rehabilitation are 
the first words in dealing with problem 
drinkers, then certainly prevention is 
the last word. Prevention through edu- 
cation is considered one of the best 
approaches. First, guide people away 
from their Middle-Ages attitude toward 
drinkers who go haywire. Let people 
know that problem drinkers do not be- 
long in a bedlam but in a hospital or a 
clinie where they may get medical at- 
tention. An aleoholic not only pulls 


down himself, his family and his com- MONEY 


pany; he causes the entire community 


to suffer. Even as labor and management rn 

ae egaperating ts hetp sve tus pooh QIN’ BANK AND 
cndsiien tak igcane megaiip ore. COMMERCIAL SORTING 
vent alcoholism. | through the AohUhaas 


VERT-A-SORT 


vin ve your AMAT LOLS 


Company § for Quali- 
letterhead ¢ OPEN fied Agents 


WRITE US TODAY! 


=, 
I 





COMPANY 
8012 South Chicago Ave., Chicago 17, Ill. 
Telephone BAyport 1-4433 


( Send us your Informative Circular 
C] Give us name of your Local 
Representative 





“Here's the letter you're looking for. 
I didn't type it yet.” 


pee —_ 


| 


eee ee ee ee oe ee ee ee ee oe ee oe col 





City OR iacctimmensiceitital 





------------- 


aarciehanaeamancnivintinncaneiiemmnenaaniasal 


THe Orrice—November, 1954 117 





1 


Don’t gamble on getting | 


Be certain of it...Cost?... About a cent a day! How? By trading in your 





ie 
i 





& 


ROYA ; CALL YOUR ROYAL + 
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good-looking typing! 


old typewriters at 5 years instead of 10 for new Royec 


EW Royal Standards assure 
N you higher office morale, 
better employee relations, and in- 
creased typing production. 


They turn out the finest, best- 
groomed letters, memos, and re- 
ports imaginable. You'll be proud 
to sign them. They are the neatest, 
cleanest -cut salesmen you ever 


Why don’t you ask the Royal 
Representative to explain the 
1-cent-a-day story, and demon- 
strate a new Royal in your 
office. No obligation, of course. 


REPRESENTATIVE ] 
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saw--ambassadors of good will. 


Frankly, why not? Royals are 
the top precision writing ma- 
chines, made by typewriter spe- 
cialists. They are rugged. They 
take less time out for repairs. And 
a special point: they are preferred 
214 to 1 by people in business 
who type. 


( SALES 


SERVICE 
RENTALS 





andards. 


Now make perfect copies— without 
chemicals, fumes or special masters 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts . . . in fact, anything 
written, drawn, typed, or printed —the THERMO-Fax Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FAx Copying Machine — made by the inventors 
of “Scctch” Brand Cellophane Tape — copies originals up to 82 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out i —— 
quality copies without lengthy in- 
structions. 

We'll be glad to send complete 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-114, St. Pauli 6, Minnesota. 


UAL 
be 





: — ’ 


COPYING MACHINE 














| 


The term “‘Thermo-Fax” is a registered trademark 
of Minnesota Mining and Mfg. Co., St. Paul 6, 
Minn. General Export: 122 E. 42nd 

St., New York 17, N. Y. In Canada: 

London, Ontario, Canada, 
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Trends Indicated at 
The 1954 National 
Business Show 


ORE than 88,000 visitors attended 

the Golden Jubilee National Busi- 

ness Show in New York, according 
to the Office Executives Assn. of New 
York, sponsor of the show. This year’s 
show indicated a growing interest on 
the part of relatively small business in 
up-to-date business procedures and sys- 
tems. This was particularly true in 
the attention given to the wide range of 
copying and reproducing equipment 
that was on display. 

Another widely prevalent trend was 
the careful attitude of potential cus- 
tomers to the performance and price of 
machines and equipment on display. 
Buyers went from display to display 
comparing features and characteristics. 
Most exhibitors believed this “critical 
buying” attitude was in the best in- 
terest of the entire industry. They 
pointed out that, in the past, disappoint- 
ing performance had often been the re- 
sult of careless planning and purchas- 
ing rather than the failure of equip- 
ment. With management paying more 
attention to preplanning as well as to 
tailoring its purchasing to actual condi- 
tions and requirements, exhibitors be- 
lieved that the dollars-and-cents value 
equipment to business would rise. They 
believed this would have a healthy effect 
on both promotion effort and long range 
sales. 

It also became evident that dealer in- 
ventories in many lines had reached bot- 
tom five or six weeks before the show. 
Manufacturers and suppliers _ selling 
through dealer outlets stated that dealer 
buying picked up considerably over that 
period and had continued through the 
week of the show. Some exhibitors be- 
lieved the low inventories of late sum- 
mer might be the end of a postwar peri- 
od when dealers had been stocking lesser 
known items because established leaders 
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T out of 10 
Office Workers 


eS ; 
7 @' Find 
Mirado 


Pencils 
Smoother 


.-. and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
office workers from coast to coast con- 
sistently chose *Eagle *miIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself. 
You, too, will find it smoother, 
stronger, and longer-wearing ... or 
your money back. 


6c each East of the Rockies 
EAGLE PENCIL CO. 


New York ©« London e Toronto *® 


121 





A magic Dial 


. « « Is the controlling brain of 
the Thinking Robot . . . it au- 
tomatically supplies the exact 

~~ al amount of ink for dark, medium 
~~" or light copy. 


REX-ROTARY D-270 is this in- 
genious Robot, designed to sim- 
plify your work. 


It automatically . .. 
relieves you from super- 
vision, . . . rings for a new ink 
cartridge, .. counts and stops 
when the job is completed, etc. 


No more variations in inking, 
all copies are uniform, printed 
with hair-line registration. 


You owe it to yourself to see 
the only clean and reliable twin- 
cylinder stencil duplicator . . . 
the new... 


REX-ROTARY D-270 
DUPLICATOR 


19 West 31st Street 
New York 1, N. Y. 
Tel.: Wisconsin 7-4927 


ASK FOR FULL INFORMATION TODAY 
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: | stands to 


| or fewer employees. 


organizational 


were difficult to get. They noted at the 
show a trend back to the standard, well- 
known items in the office supply and 
commercial stationery field. 

Up-grading of smaller office equip- 
ment items and furnishings was another 
trend evident. This development was 
spread widely over furniture and equip- 
ment, ranging from desks, chairs and 
office decorations. In the 
latter category, a number of the exhibi- 
tors offered customers the 
their own or outside decorating spee- 
cialists. 

According to a survey of attendance 
at the show, 37% of the visitors were 
owners, partners, corporate officers or 
general managers of Law- 
yers, engineers, accountants, and other 
professional men accounted for another 
15%. Small business was generally well 
represented: 40% of those wlio visited 
the show represented firms that had 50 
In 1953, slightly 
more than 37% of interviewed 
were over 40 years of age. In the Golden 
Jubilee Show, more than 50% of the 
visitors were over 40. Visitors came 
from every state in the union and from 
14 foreign countries. 


Who's the Intruder? 


(Continued from page 8) 


services ot 


businesses. 


those 


family. Therefore, the 
file(s) supervisor fills this basic need 


| with a carefully planned and executed 


orientation of each new subordinate. As 
soon as he has reported for work he is 
introduced to each immediate associate. 
He is then told what his work hours, 
lunch and rest periods (if any) are to 
be; shown his desk, table or other work 
station; where to hang his hat and coat 
while working; and the appropriate 
washroom and drinking fountain. After 
these obvious physical necessities have 
been taken care of, the supervisor sits 
down with the new employee to explain 
briefly the purpose of the company or 


| ageney of which he is a new member. 


The file(s) or records department is 
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NOW you can do 
your own 
“saddle stapling’”’ 


on folders * reports 
bulletins © programs 
rosters * proposals 


NEW BOSTITCH B8S SADDLE STAPLER 
$4799 Rugged, compact, simple to operate. 


Saddle binds anything from an 8-page dummy 


to a 128-page magazine with page width 
up to 12 inches. Uses same staples 
as regular Bostitch B8 Desk Stapler. 
Order it through your stationer, or phone 
your local Bostitch representative. 


Fasten it better and taster with 8 0 Ss 1 | Y CH 


ee oe a AND STAPLES 
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How to cure 


mail advertising ¢ 


Save $$$ for only 25¢ with 


COLUMBIA ENVZLOPE KIT 
Plus Mailing Cost Calculator 
QUICKIY SHOUK- 


© Cost of any direct mailing 

© Cheapest method of handling 

© Cost of production and mailing 

© 12 ways to improve results 

© Proper envelope selection 
Another Columbia feature, the Aristocrat 
Side Seam Envelope, permits printing entire 
back of the envelope without seam inter- 
ference. Columbia’s design studio and com- 
plete manufacturing facilities assure speedy 
delivery of orders in any style, color or 
size, tinted, striped or embossed. 


COLUMBIA ENVELOPE CO. 


2013 N. Hawthorne Ave., Melrose Park, III. 
Specialists in Envelopes Since 1911 
Columbia Envelope Co. 
N. Hawthorne Ave., Melrose Par’ 
Please rush new Kit and Calculator, 25¢ enclosed. 
eee 


Name 





Firm 
Address 
City Zone___State 
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identified in relation to the organiza- 
tional structure, and exactly what part 
the fledgling is to play in the reference 
service function is made clear. Explana- 
tion of pay dates, payroll deductions 
and leave privileges should have been 
made by the personnel department, but 
the supervisor asks the new employee if 
he understands them. The supervisor 
should make a special effort to invite 
his new subordinate to have lunch with 
him the first day on the job, for this 
is the first informal situation between 
the two when the important background 
of personalities begins to open up. De- 
sirable adjustments are much more 
easily and rapidly made now than will 
be possible later. 

After lunch of the first day is a good 
time to begin instruction and demonstra- 
tion in the daily routine of file work. 
It’s especially hard for a file supervisor 
to place himself in the position of a 
new employee, so the details of daily 
operation are explained with patience 
and thoroughness. Actual work demon- 
stration should coincide with instruction 
whenever possible. The necessity for ac- 
curacy in completed work is stressed at 
all points. The first actual work assign- 
ments are such that they can be checked 
thoroughly by an experienced employee. 
If the new employe is to be assigned 
to filing coded material, for example, 
an experienced employee shows him the 
standard motions involved, correct posi- 
tion of his body and hands, how to use 
a filing shelf, how to interfile material 
in the established order, and how to jog 
material to an even edge to prevent dog- 
earing before replacing it in the folder. 
Each operation is watched closely to see 
that errors are not made. The best job 
for the novice is sorting file material 
into correct order, for this is work that 
is easily checked after completion. The 
close supervision is continued until the 
supervisor and the new clerk feel that 
the latter will be able to continue alone. 

One difficulty common among new 
clerical employees, and one over which 
the supervisor exercises a lot of control, 
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NOW you can reach out widely . . . faster 


completely new method of mailing preparation 


“ png for 

rune : advertising and sales 
premotion e public 
relations, publicity, 
goodwill e stockholders 
mailings e bills, 
statements, price lists e 
premium notices e catalogs, 
house organs, magazines, 
newspapers @ reports 


High-speed, low-cost mechanized mailing opens the door to greater sales 
and profits. Now you mail without thought of expensive preparation. 
Inserting & Mailing Machine cuts costs 80%, handles 30,000 to 40,000 pieces 
per day, is always on the job. At a fraction of former costs, you are able 
to make wider, more creative use of the mails—and you economize on 
present routine mailings too. 

2 Minutes Time Proves the Savings ... Write for Analysis & Proposal 
See actual costs of handling your mailing by machine. Just write. 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


eCOUPON® 


INSERTING AND MAILING MACHINE CO., Dept. 0-11-54 
PHILLIPSBURG, NEW JERSEY 


CJ We would like an Analysis & Proposal () Send more information about Inserting 
relating to our mass mailing. & Mailing Machine. 


Individual 


Zz 

















GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA — 





COUNTS & STACKS 
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is the natural tendency to hurry. The 
new man sees the people about him 
whisking through their work with per- 
fect coordination, speed and confidence. 
He is inelined to feel uncomfortably 
awkward and ill at ease because his 
slowness and clumsy motions seem so 
conspicuous by comparison. The super- 
visor therefore insists that he concen- 
trate first on accuracy, explaining that 
speed will follow naturally with increas- 
ing experience, 





PERMANENT WORK ASSIGNMENT 

After the new employee has received 
adequate orientation in his job, he is 
given his permanent work assignment by 


PINK PLASTIC 


PUTT ... that pulls the dirt out of type- 
writer type rather than washing 


it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to couse headaches 
or colds. 

To moke neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 


UR ie ae ee ee oe Se 
c-@ . 0 @-4-4645 
BALTIMORE 12,MARYLAND 





the file supervisor. He is not allowed to 
drift into his own daily work habits to 
suit himself. Lunch hours, rest periods 


and scheduled vacation must be corre- 


lated with those of the other employees 
and with the daily workload. If the new 
man’s job is likely to become monoto- 
nous, the supervisor explains that he 


| will be given a change of assignment 


from time to time as the work situation 
permits. Unless he is thus encouraged, 
he may get into the habit of letting his 
mind wander into more interesting fields. 
Variation of assignments enables all 
employees in the file to learn at least 


| the fundamentals involved in its opera- 


tion. This pays high dividends during 
illnesses and vacations, as well as in 
bolstering employee morale. 

No file is well operated indefinitely 
without someeplan or system for check- 
ing completed work. All employees in 
the file should therefore understand that 
their completed work is subject to re 
view for accuracy at random intervals. 
These reviews are properly the responsi- 
bility of the supervisor, but they may 
he delegated to any of the experienced 
employees in the file during slack periods 
of their assigned function. Many file 
supervisors use this spare time of their 
subordinates to prepare new folders, 
guides and drawer labels; to remove 


staples; or straighten dog-eared mate 
rial and other housekeeping niceties. 
While neatness in a file is a good thing, 
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...In the palm of your hand 


The Dictaphone TIME-MASTER dictating machine .. . with finger 
tip power controls in the compact hand-microphone. 


Nestle the mike in the palm of your hand. . 


. speak in your usual 
voice 


. .. and soon you become conscious of new-found power. 

e Power to get your ideas across to other people more quickly, more 

easily e Power to dispose of routine work swiftly... by dictating 
whenever, wherever you want e Power to capture creative ideas 
instantly ... on plastic Dictabelt records ¢ Power to write with 
the vigor and impact of living speech. 

See your Dictaphone representative and learn how the TIME-MASTER 

dictating machine can help double your power to get things done. 


DICTAPHONE’ corporatIOoN 


DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTE 
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seid 


Easier to separate! No pulling or tearing in The narrow carbon in SpeepiFLo assures faster 
the decollator—no carbon smudging even at feeding, trouble-free operations. No carbon 
high speeds! bulk to hinder smooth, continuous operation. 


FOR HIGH-SPEED 
TABULATING 
EQUIPMENT 


From loading of your tabulating 
equipment to final separation 

pete 

in your decollator, you'll find 
SPEEDIFLO gives faster, more 
accurate results. It’s precision-built 





for high-speed running! 


SPEEDIFLO has construction 
flexibility for correct form-system 
design to give the utmost efficiency. 


SPEEDIFLO will give you many 
There’s less bulk on the pins—no carbon to 


““ ‘ - ae is ° ste , ; 
extras in your tabulating burr or clog! This means faster running with 


equipment and your forms system! positive register of parts. 


For Tabulating Forms service 
call the Moore office—it’s listed 


in your local directory. 


BUSINESS FORMS, INC. 
Niagara Falls, N.Y., Denton, Tex., Emeryville, Calif. 


SINCE 1882 — THE WORLD'S LARGEST MANUFACTURER OF BUSINESS FORMS AND SYSTEMS 








Yow! WAUSAU IMPRESSION 
Packed in Easy-to-Open Zipper Carton 


LOOK what’s happened to Wausau’s car- 
tons! A zipper has been added! Wausau 


Impression Papers are now being packed 
in zipper cartons as easy to open as your 
brief case. 
There are no marred packages in open- 
ing Wausau’s new carton ... no damaged 
Wausau Impression Paper carton for shelf or storeroom. The top is 
package shows zipper carton left in one piece so you have a perfect lid 


open. No broken paper pack- 
ages, no damaged carton. for the carton. 
Top makes perfect lid for Always specify Wausau Impression 
carton in storag.. Papers to be sure of the best quality im- 
pression papers, packed in modern zipper 
cartons. 
The complete Wausau Impression Paper 
line is available nationally through author- 
ized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
eVaaelits of 111 W. Washington Street, Chicago 2, Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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it should never come before accuracy. or misplaced. Another important trend 
Aceuracy can never be assured con- may be indieated in a gradual decline in 
tinuously without periodic spot-checks the number of service requests. This cu: 
of completed work. These checks are happen even in the best of files and it 
particularly valuable if directed at may indicate that the offices served by 
troublesome places in the classification the file are too far removed in physical 
system. location and should be served by a 
branch file or some other more con 
venient arrangement. 

The supervisor of the file(s) (or File operation progress reports can 
records department) prepares regular be made very interesting, even to a busy 
progress reports and submits them to administrator, but they will never be it 
his superior. These should not only re- they are confined to dry and_ tasteless 
cord the total units of work accomplished — technical details served without — the 
by the file staff during the period cov- spice of interpretation of what they 
ered, but identify any unusual problems mean in relation to overall administra 
and show how they were solved. They — tion. 
should point out significant trends which These are some of the principles which 
become apparent from time to time. ought to govern the file or records de- 
For example, a steady increase over a partment as a service unit of the or- 
period of several months in the number ganization. “Why, these things are ele 
ot outstanding loans from the file is an mentary,’ you may say. “Anybody 
important trend because it indicates that ought to know them!” But you might 
loaned material is being kept too long find it interesting to see how your own 
by the borrower Ts and will like ly get lost _ file organization scores. 





PROGRESS REPORTS 





THE EASY way 
TO DESTROY 
OLD PAPERS 


The new “Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL. STREET SALEM, OHIO 
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Record Forms Are Supplied to 
Users of this Electrical Tester 


SYSTEM of visible records de- 

signed for a new electrical testing 

device led the Carborundum Co. to 
take a new look at the electrical mainte- 
nance program at its big Refractories 
Division plant in Perth Amboy, N. J. 
Generally a paperwork system is set up 
to provide controls and records on a 
going operation. In Carborundum’s 
case, the record system has led to a 
change in approach from maintenance 
to productive or preventive mainte- 
nance. It was part of a “package” with 
the new device for checking the operat- 
ing accuracy of electrical safety devices 
in their working position on power lines, 
relay panels and motors. 

This division of Carborundum manu- 
factures specialized refractories from 
raw materials produced in electric fur- 
naces that have broad application in 
kilns, furnaces and processing equip- 


ment throughout industry. Until the de- 
velopment of the Multi-Amp tester, 
industrial plants had to go largely on 
faith in the matter of the accuracy and 
continuing operation of electrical safety 
devices. The Multi-Amp enables the 
engineer or electrical maintenance man 
to test circuit breakers and other units 
right in their operating positions with- 
out risk of overloading lines or motors. 
Heretofore such on-the-line tests as 
could be made were done with phantom 
loads, or with a makeshift use of some 
device such as certain types of welding 
equipment. That meant that preventive 
maintenance programs consisted only 
of visual and mechanical checks of cur- 
rent actuated protective devices. Motors 
continued to fail and raise havoe with 
safety and production records. 
Recognizing that hit-or-miss_ testing 
even with vastly improved equipment 
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MULTI-AMP PRODUCTIVE MAINTENANCE ELECTRIC TEST RECORD 
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Fig. 1. This Kardex visible record card, 


- ne 


moor 


SRP AON AA RH NAME 


LocaTian 








of the Multi-Amp tester, carries inspection information. 


THE OFFICE 


supplied by Westinghouse Electric Supply Co. to users 
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end us anything on paper and we'll prove... 


Copease* 


PHOTOCOPIER 


*Trademark 


is the perfect photocopier 
for your business! 


Send us a letter, office form, document or anything you want copied. Type, pen, 
pencil makes no difference. We'll send it back to you with a perfect copy made 
in a COPEASE DUPLEX PHOTOCOPIER. You'll see with your own eyes how 
Copease produces clear, precise images—lasting copies for your files—in jet black 
on white background. One compact, economical machine makes sharp, dry 
photocopies in seconds on all types of stock up to 14” wide. Send original and 
coupon today to Copease Corporation, 270 Park Avenue, New York 17, N. Y.., 


for a graphic demonstration of Copease—known outside the U.S.A. as “Develop 
Combi.” 


COPEASE CORPORATION + 270 Park Avenue, New York 17, N. Y. 
. cS » g e cs > ‘2 _ e tte e ee 


COPEASE 
Gentlemen: I enclose material for copying in a Copease Duplex Photocopier. 
CORPORATION Please return with a copy to 


270 Park Avenue 
New York 17, N. Y. 
Box O-I1 


j 











CIRCUIT BREAKERS 


NGPECTION SCHEDULE 


647/099 20\28 | 22/29 26.29 26\27 28 29 WO ay 82 





MULTI_LAMP PRODUCTIVE MAINTENANCE — MECHANICAL CHEC 
oats ITEM 


+ 
BuMetR 
CYLINOERS 


Fig. 2. Two sides of 
the 8" x 5" Kardex 
card used to record 
inspections of circuit 
breakers and motor 
starters, Cards are 
supplied to users of 
the Multi-Amp test- 
er by Westinghouse 
Electric Supply Co. 
and one card is 
good for a 5-year 
period. 
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MULTILAMP PRODUCTIVE MAINTENANCE CHECK LIST — MECHANICAL 
caiaei JLT ADAP! Al 
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would not constitute true 


maintenance, the men 


preventive 
who developed 
the Multi-Amp tester got together with 


Remington Rand systems people to 
work up a group of forms that would 
enable users of electrical power to set 
up maintenance scheduling controls, in- 
spection and work results records. Two 
8” x 5” ecards are used (Figs. 1 and 2). 
One is for the Multi-Amp preventive 
maintenance electric test record of over- 
load relays and circuit breakers and the 
other is for inspection scheduling (over 
a 5-year period) of circuit breakers 
and motor starters and for the mechani- 
eal checking of a number of components 
in the electrical system. 

Uninterrupted power is essential in 
the three main phases of Carborundum’s 
production (erushing raw 
materials, mixing and forming) and in 


processes 


134 


the firing of the super refractories made 
by this division. It is essential too for 
general plant and office lighting, and 
for the operation of four huge dust col- 
lecting and air purifying systems. 

Motors ranging from 3 to 75 horse- 
power are used in these operations. Fail- 
ure of a circuit breaker or some other 
safety device to work properly, or be 
sel at the wrong kick-out point, can 
mean serious and costly delays along 
the production line. Should a motor on 
one of the mill machines or on any of 
the dust collectors burn out, it means 
that a large part of the plant personnel 
is idle or temporarily reassigned until 
repairs are made. 

The Kardex control cards show the 
details of both electrical and mechanical 
tests, and whether any needed work 
was handled by the tester or should be 
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VELVA-G LO sir CHECKS 


STOP THE EYE, STOP THE THIEF 


Here’s a bright, new idea that will really put you in the public eye: business 
checks printed on Velva-Glo* fluorescent paper. These checks have two distinct 
advantages— 


paying is sure to notice your payment—and, they make an attention- 
getting ad for your company at the payee’s desk and at the bank. 


] They are so bright you can’t miss ‘em in the mail. The man you're 


Reg They cannot be successfully altered. Ordinary erasures on the fluo- 
rescent paper are easily spotted, and by using ultra-violet light, even 
the most expert tampering shows up. They're so conspicuous no thief 

in his right mind would try to pass one. 


TRY ’EM FOR SPECIAL PURPOSES 


If you're issuing checks for special purposes—bonuses, suggestion awards, sales 


prizes, Christmas funds, extra commissions, anniversary payments, extra divi- 
dends, or any occasion where you especially want the payment to be remembered 
—then get a supply of checks printed on Velva-Glo* fluorescent paper. You'll 
get attention; you'll be remembered. 


LET YOUR PAYROLL SHOW 


If you want to show how your firm’s payroll brightens the local business scene, 
issue your paychecks on Velva-Glo* fluorescent paper. Each check, as it’s cashed 
and passes from hand to hand, will be an extra-bright reminder of your firm’s 
importance locally. You'll receive much favorable word of mouth publicity—and 
probably a mention in the local newspaper, too. 


CHOICE OF 8 COLORS 


Why not try bright fluorescent checks NOW? You have a choice of 8 colors— 
blue, cerise, chartreuse, red, orange, orange-yellow, orange-red, and green. 


Specify Velva-Glo* fluorescent paper for your next pad of special checks. If 
your bank or printer isn’t familiar with Velva-Glo*, write us direct for sample 
checks and colors. 


RADIANT COLOR CO. 


CHECK DEPARTMENT, 830 ISABELLA STREET @ OAKLAND 7, CALIFORNIA 


*Trademark Reg. 





Presensifized plate Developing Solution! 


it "DESENSITIZES, LACQUERS and GUMS 





No more need for separate 
bottles of desensitizer, 
. lacquer, etch, gum, etc.... 
ALUM -0- LITH new D.L. G. does it all 


| the double duty plate 


D.L.G. 


c | 
STEP 
et 


in 1 step...in seconds! 


D. L. G. gives you: 

. 2 FASTER, SAFER, LONGER 
Desensitizer, Lacquer, Gum 
ees <r RUNS THAN EVER BEFORE! 


CLEAN, UNPLUGGED 300 
LINE SCREEN HALFTONES! 











Apply D.L.G. and scrub entire surface of plate with 
a fine ceilulose sponge, wipe down dry and print! 

Call your Alum-O-Lith Dealer today! 
Or write to: Alum-O-Lith, Inc., 5601 Valley Bivd., Los Angeles 32, Calif. 





followed up by the electrical engineer- 
ing and maintenance departments. 
Those responsible for the various main- 
tenance programs can tell by glancing 
over panels of the control records 
whether performance of a motor or 
other unit is satisfactory; whether ex- 
tensive repairs or replacement is indi- 
cated, and when important pieces of 
equipment were checked and are due 
for another inspection. 

With each Multi-Amp electrical test- 
er, distributed by branch offices of 
Westinghouse Electric Supply Co., go 
100 of the test scheduling and control 
record ecards. Here are the procedures 
recommended for keeping track of con- 
dition and performance of electrical 
safety devices to prevent trouble by 
maintaining a simple control over all 
vital equipment: 

1. Fill in identification and plant lo- 
vation of each device to be checked (at 
top of each card) and make out a set 
(one tan and one blue ecard) for each 


item of equipment. 

2. Place check mark in proper space 
on seale in upper portion of mechani- 
eal check list card to indicate weeks of 
the year when inspections should be 
made. 

3. Fill in amperage ratings at which 
tests should be run in columns marked 
“A” on Electric Test Record ecard. 
Space is provided for three ratings on 
each of three different poles. 

4. On line below the AMP ratings, 
enter time cycle within which breaker 
or tripping device should interrupt at 
each rating. 

5. Enter name plate data from equip- 
ment on the ecards in space at right. 

6. Check file panels each week and 
withdraw cards for items due for in- 
spection. 

7. Test man takes both cards; the 
mechanical checklist ecard acting as the 
order to perform work. 

8. Tester indicates mechanical work 
(cleaning, oiling, minor repairs) has 





WORDEN 
complete new series of 
desks. A desk style with 
a truly modern ap- 
The Style- 

offers all 


introduces a 


pearance. 
Line Series 
the standard styles and 
finishes. Constructed of 
selected quality veneers 
and hardwoods. 





th WORDEN CCM 


HOLLAND,MICHIGAN 


* WORDEN of HOLLAND* 


Presents it now “Style-Line 3000 Series” 





GIUMY 
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ODHNER.. .ads like this 
reached millions in 1954! 











QOdinep gives you the 4 things 


you want most in an adding machine! 

















1. LESS NOISE — Rotary drive stops 
ibration. Rubber cushioning 


2. MORE SPEED — 10-key Sle U. S. News 
built-for-touch Yi y i 
keyboord. Mle Za “of & World Report 
3. EASIER TO F a 
OPERATE — 
Electrically 


<i ge || Newsweek 


cut waste motion. ‘os 
% By the mokers 
4. EASIER TO SERVICE — a. ait tdatien CHEE 
Built in sections. You can 10-key touch calculator. 
count on an Odhner. 


500 Fifth Avenue, New York 36, N.Y. 
FACIT INC. Dept. 114 Sensome Street, Sen Frencisce 4 


SOLD AND SERVICED THROUGHOUT THE WORLD 

















The magazines top executives read—TIME, NEWSWEEK, U. S. NEWS 
& WORLD REPORT—carried Odhner advertisements like this during 
1954. These magazines have a combined circulation of 3,427,897 per 
issue—tens of thousands of important business machine customers. This 
support promises expanding sales for Odhner dealers all over the U.S.A. 
Will you share in the profits? A few Odhner dealerships are still avail- 
able to qualified applicants. 


Y t 
Write Odhner Div., ou can count on 


Dept. O, FACIT INC. 
500 Fifth Ave., New York 36, N. Y., or ) 
114 Sansome St., San Francisco, Calif. 
Adding Machines 
SOLD AND SERVICED THROUGHOUT THE WORLD 





One of the tightest bottlenecks in 

. even the most modern equipped 

duplicating department is the col- 

to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 

the work of five—faster, more accu- 

H rately, and with a minimum amount 
in your office ees of short and confusion. 

HERE’S HOW IT’S DONE! 


al She quickly loads as many as Her foot releases pedal; Pages are always under in- 


e 10 pages. e sheets move out quickly. « spection; blanks can't slip by. 


Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately .. . 
without any obliga- 
tion on your part. 


Ww 


THOMAS COLLATORS, INC., Dept. 8 
50 Church St., New York 7, N. Y. OmaAS tees eg ® 


Please send me details on the Thomas Collator, 
‘ie ol | Ators 


135 Sales and Service Offices 
from Coast to Coast 


Dept. B., 50 Church Street 
New York 7, N. Y. 


Pages are collated; action ) Releases pedal as she stacks. 
» Starts for next set. « Elapsed time—five seconds. 
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been done by entering date alongside 
item on card. 

9. Test dates and interrupting times 
are entered in the spaces below the 
AMP ratings and correct interrupting 
times, 

10. Cards are turned over to the elee- 
trical engineer or maintenance supervi- 
sor to review test results by comparing 
recorded data with standard data origi- 
nally entered and for authorization of 
repairs or replacements before return- 
ing the cards to the file. 


(Continued from page 65) 


THE ECONOMIC STRENGTH OF BUSINESS & 
PROFESSIONAL WOMEN by Babette Kass & 
Rose C. Feld. National Federation of Business 
& Professional Womens Clubs, 1790 Broadway, 
New York 19, 140 pp., $1.50. 


The results of a study of 17,561 women 
in business and the professions who re 


turned questionnaires, representing about 
12% of the federation’s membership in 
the U. 8. heavy 


eccnomie 


ligures indicate the 
responsibility carried by wo- 
inen, most of them in various capacities 


in the clerical field. 


AMA CORPORATE TAX SUMMARY OF THE 1954 
INTERNAL REVENUE CODE by William M. 
Kunstler, American Management Assn., 330 W. 
42nd St., New York 36, 45 pp., $2.75. 
Designed for executives who are not 

tax experts. Twelve major 

corporate taxation in the Internal Reve 


areas of 


1954 are selected for com 
parison, It exactly how 
considerations of the new law differ from 


nue Code of 
shows major 
the old, and what such changes mean. 
Hach two-page divided into 
four columns: (1) digest of one provision 
of the old law; (2) summary of new 
law covering the provision; (3) 


spread is 


same 
analysis of significance of the changes; 
(4) a blank worksheet for the user of 
the book. 





UTILITY Sexes POSTURE 





Shown here are three 
representative models in 
the most famous series of 
posture chairs ever made 
. . . Often imitated but 
never equalled. 








Model U-331-TB 
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Features ... instant finger tip 


adjustments ...molded foam latex 
cushioning... ball bearing casters 
. . « replaceable covers... rubber 
bumper protection 

seat and back. 





vVx is visible. U.S.E.’s improved synthetic- 
type seal flap gum has the natural sheen 
and color which people have learned to 
look for. They know immediately that 
there’s gum on the flap. 

And they find these additional advan- 
tages: vVx< lies flat; does not curl, and has 
high resistance to humidity and blocking. 
It provides instant tack with normal mois- 


UNITED STATES (ya 
ENVELOPE COMPANY 





ture, and makes a positive, permanent seal. 
It has the U.S.E. neutral taste. 

vVx is a product of the U.S.E.’s En- 
velope Research Laboratories, and is now 
provided on all stock commercial and 
official sizes of White Woves and Bonds. 

Enjoy the many advantages of vVx 
SEAL FLAP GUM — you'll see the differ- 
ence immediately. 


Vlew beome 


of the famous U.S.E. 
Research and Processing 
Laboratory at Metuchen, 
New Jersey, where scien- 
tific quality control gives 
life to the U.S.E. Guarantee. 


*T.M. Reg. Appld. For 


Springfield 2, Massachusetts 
15 DIVISIONS FROM COAST TO COAST 
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ENTHUSIASTICALLY ACCLAIMED! 
NEW TIME AND LABOR SAVING 


. $-K 301 PAYROLL SYSTEM 








THREE OPERATIONS 
IN ONE WRITING 


RECEIPT FORM 
DETAIL SHEET ENTRY All Operations 


POSTING TO EMPLOYEE'S Accomplished 
INDIVIDUAL SHEET Simultaneously 


© No pegboards or gadgets to buy or rent 
© All entries are completed at one time 

© No posting—self balancing 

© Does not require an expert operator 

© Quick—inexpensive 


WRITE TODAY FOR SAMPLES AND 
SCHEDULE OF LOW PRICES 


S K FORMS CO 1619 WALNUT STREET 
~ @. PHILADELPHIA 3. PA. 


LABOR SAVING ACCOUNTING FORMS 
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bean Write 


Established 1906 


“We lead, others follow’’ 


LET'S LOOK AT THE RECORD 


oe 
In 1906 the Frankel Manufacturing 


Co. was established. All these years of 


manufacturing experience are in ack 


of our products. 

In 1914 we were among the first 1° 
pioneer Pure Silk rypewmler ribbons. 
Our Pure Silk ribbons are sti] the shatp- 
est writing ribbons produced. 

In 1923 we pioneered PROTEIN Sten- 
cils in this country. These were the 
finest stencils available until the cellu- 
lose patents expired in 1942. 

In 1928 we pioneered the printing 
of the scale on 10 encil instead 
of on the back 
ment has since been 4 
our compelilors. 

In 1930 we pioneered the Crystal 
(FILM) Stencil. We were the first to in- 
troduce them commercially throughout 
the country; and we sold them nation- 
ally as early 45 1930. This improvement 
revolutionized the entre stencil indus- 


try: 


f 


@AFEWE 
XCLUSIVE FRANCHISED DEALERSHIPS 


STILL AVAILABLE... 
wile 


Gal 


6="“bhoused ce 8 


; Klean Write Stencils a 
available in green, bi "4 
yellow, white, and nah a 
and § ‘all sizes and nie 
one oll machines, either 
‘2 ® or American. 
— 
aND NOW=- 
our new Atomic Green Stencil. ..made 
with entirely different ingredients and 
radically different coating processes 
than any other stencil. Here is a stencil 
that lifts itself out of the class of the 
ordinary feathery mimeograph work. 
This stencil produces crisp sharp im- 
pressions that are actually compor- 
able to offset printing! 


FRAN | 
KEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. 


* DENVER, COLORADO 


T li € 4 “ “, 
* 
if 
he ne th at ts imitate | but not du vlic ate ad 
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eS a TORT 
nace on 








NOW with Self- 
Adjusting Paper Feed 
—Keeps tape aligned 
ot all times! 





pays pigs. 
“ay 


XG 


4, 


Gis Ga ‘i aoe RY WANN tee Bhat ft ny 


and here’s why: Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars ... so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
correction key clears entire keyboard REGNA Is their “best oddirig cxgemysivanal re -_ 
lifetime handle construction ia eggs "REGNA CASH REGISTERS, INC. ~T 
scientifically designed moulded keys 175 Fifth Avenue 

trouble-free performance . .. i New York 10, N. Y. 


minimum maintenance Gentlemen: 
: ome, Please send more information on the new Regna Adding Machine and outline 
| advantages of becoming ao Regna Dealer. 


@ models with or without direct 
subtraction available 

@ revolutionary years-ahead styling 

@ Swedish steel assembly . . . 
Swiss precision counters 

@ fully automatic safety keyboard 
ciphers printed automatically 
signals for subtract, multiply, 
sub-total and total printed 


Lone_____ State 
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less active —< 
records 


wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 


more room, 





SANITARY BASES 


LETTER SIZE $355 


LEGAL SIZE $435 
FOLLOW 


BLOCKS _ cueck size 9240 
9O¢ ADDITIONAL 


Mode for ory size file 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.Y 








right way transfer to pronto 


Records in Prontos can be located in Save money, transfer into low cost 


a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 





There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 


Prices slightly higher in Texas, 
Colorado and West of the Rockies 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





CALCULATOR 

Caleulating Machine 
J., makes the Duplex 66-N 
fully automatic desk caleulator equipped 
with 
direct 


Monroe Coa., 


Orange, N. 


a double carriage and capable of 


With 
can 
multiplicat ions or 


flick of 
the 
div isions 


the 
accumulate 


accumulation. 
a button, 
results of 
and automatically add or subtract from 
the with positive 
after each The 66-N is a 


operator 


accumulation, proof 


step. machine 


of maximum short-cuts. It gives many 
required answers as by-products to the 
with no 
extra effort on the part of the operator. 
It saves thousands of additions and sub- 
tractions and eliminates the second han- 
dling of thousands of figures. An all 
purpose calculator, it incorporates all 
the features of the Monroe CSA-10, such 
as simplicity of through a 
single keyboard; dials; auto- 
matie dividend alignment and high-speed 
figuring. 


regular calculating operations 


operation 
Series 3 
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STENCIL DUPLICATOR 
A. B. Dick Co., Dept. O-1154, 5700 
Touhy Ave., Chicago 31, Ill, makes the 
Model 437 low-cost electric mimeograph 
with deluxe operating features usually 
found in higher priced This 
table-top Model 437 has a full ream feed, 


an enclosed 


models, 
evlinder, hairline registra 


tion, variable speeds from 90 to 186 


feed 
lint 
pre 


copies per minute, and a dual roll 
that paper 


on copy areas or to avoid smearing 


may be set to eliminate 


printed copy. The enclosed eylinder per 
mits use of new inks which dry on 
tact with the paper. All operating con 
trols are clearly identified and complete 
operating instructions are always handy 
in the form of permanently attached 
metal decals eliminating the need fo: 


con 
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instruction 
placed. 


books which may be mis- 
Multi-color duplicating is sim 
plified because two ink pads can be used 
at one time on this machine. The black 
inked pad is covered with a sheet of 
plicfilm and a clean second pad can then 
be added for color inks. 


PAPER DATA BOOK 


Byron Weston Co., Dept. OF, Dalton, 
Muss., have reissued their ‘‘Red Book,’’ 
a volume particularly useful to buyers 
and users of fine papers. This book 
contains reference data on stock sizes, 
weights and colors for all Weston papers 
including all rag and rag content bonds, 
ledgers, index bristols and related spe- 
cialties under the Weston watermark. 


In the past, the Weston ‘‘Red Book’’ 
has been an ‘‘old *’ for people 
connected with the use of fine rag con- 
tent papers. In its revised, improved 
and more complete form, the Weston 
‘*Red Book’’ contains, in addition to 
charts of stock specifications, recom- 
mendations and suggestions for the use 
of various Weston papers, mill practices 
and standards, an interesting picture- 
caption story on how paper is made, how 
to select paper for specific purposes plus 


reliable 
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a dictionary of paper-making terms. A 
copy of the ‘‘Red Book’’ is free from 


above address. 


KEEPING FIT 
Domore Chair Co., Elkhart, Ind., of- 
fers a free booklet, ‘‘How to Keep Fit 


Without Effort,’’ which recommends 


good posture as a satisfactory substitute 


for ‘‘risky’’ forms of physical exercise, 
especially for persons who are over 40 
and work at a desk. No exercise at all 
is better than too much for the middle 
aged executive. Good posture when 
walking, standing and sitting, can be an 
adequate substitute to keep as fit as an 
need be. 


executive ever 


TABULATING FORM 
Moore Business Forms, Ine., Niagara 
Falls, N. Y., makes Speediflo continuous 
forms for automatie tabulating 
Speediflo forms answer the need 


equip 
ment, 


for a high-speed 
equipment. They 
register, accurate 
faster feeding and 

tion on all types of 


form for high-speed 
assure positive form 
sheet-length 
trouble-free 
high-speed equip 


control, 
opera 
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ment, from tabulator through decollator. 
Because of the improvements in auto- 
matie tabulating machines and methods, 
more is required of the forms used. 
Speediflo was developed to fill this need. 
Register is kept constant, paper flow can 
keep up with the speed of the machine 
and all intermediate handlings do not 
affect forms alignment. Speediflo is 
made with narrow carbon and has spe- 
cial interlocking perforations which 
anchor all parts in place, including car- 
This permits running forms 
through equipment at high speeds and 
folding and refolding forms without dis- 
turbing their register. There is no ear- 
bon interference to jam feeding or throw 


bons. 


forms out of register and there is less 
paper bulk over the pins. Speediflo can 
be used on high-speed 
equipment such as addressing, tabulating, 
billing, 


any automatic 


accounting machines, teletype 
writers, detachers, decollators and other 
forms-handling equipment. Among the 
features ascribed to the product are: 
faster, longer rurs, built in controls, im- 
proved machine feed, exact parts align- 
ment, neater and squarer packs, easier 
detaching, speedier carbon removal, 
fewer folding problems and elimination 
of carbon clogging. Speediflo is avail- 
able in custom designed forms for all 
key business operations. 


Worden Co., Holland, Mich., makes a 
new line of modern desks e¢alled the 


Style-Line 3000 series of which No. 3060, 
with 58” x 32” top, is illustrated. There 


are also models in all standard styles and 
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finishes; constructed of selected, quality 


and hardwoods. Write above 
for complete information. 


veneers 
address 


CARBON RIBBON TYPEWRITER 

tovyal Typewriter Co., 2 Park Ave., 
New York 16, N. Y., makes the Carbon 
Ribbon Royal Standard Typewriter for 
typing that ‘‘looks like printing.’’ Ma- 
chine has a red warning signal on its 
side which pops up when the spool take- 
up of used carbon ribbon is full. Con- 
version from carbon to regular ribbon is 


sil 


simple. By unthreading the carbon rib- 
bon and threading it into the fabric, 
machine is quickly converted to a con- 
ventional model. It is ideal for duplica- 
tion work and for obtaining perfect 
matches when filling in personal salu- 
tations on duplicated letters. The 
one-half backspacer allows the operator 
to compress letters evenly and saves re- 


new 


typing an entire page when a character 
has been omitted. 


ACCOUNTING RECORDS 
INSURANCE 

Hartford Accident & Indemnity Co., 
Dept. S.P., Hartford 15, Conn., offers a 
free folder describing their 
Receivable Insurance for 
protects from loss by fire, ex- 
plosion, water and burglary. The folder 
tells where the insurance applies, what it 
pays for, and the cost of premiums. 


Accounts 
The 


records. 
policy 
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PHOTOCOPIER 


Cormae Industries, Ine., 80 Fifth Ave., 
New York 11, N. Y., announces the Cor- 
mae Compact photocopier which produces 
dry, black-and-white photocopies up to 
8”x10” within 30 seconds. Actual copy 
transfer takes only 9 seconds. Total 
average cost of materials and labor for 


making one copy on the Cormae Compact 
is only 9c, as against about 70e for 
typing and proofreading a page. The 
Cormae Compact is made almost entirely 
of Plexiglass (except motor), measures 
10”18”x10", weighs 19% Ibs., costs $359. 
Literature available on this and 
models. 


other 


OFFSET MOISTURE CONTROL 

American Type Founders, Ine., 200 
Klmora Ave., Elizabeth, N. J., makes the 
Aqua-Trol for offset duplicators. It auto- 


matically controls the excess moisture 
which is estimated to cause 60% of all 
offset printing problems. When excess 
moisture is removed with the Aqua-Trol, 
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plate life is increased, blacks and colors 
print stronger, less ink is used, bleed- 
ing and scumming due to incorrect moist- 
ure is eliminated, machine operatien is 
and paper is wasted. The 
unit mounts over the inking system 
without drilling or tapping. Its ability 
is demonstrated by using a sponge full 
of water to flood the dampening rollers 
until print quality is lost which ordi- 


‘asier less 


narily would require a wash-up or run- 


ning several hundred sheets to restore 
good printing quality. But turning on 
the Aqua-Trol and _ letting idle 
11 minutes restores good printing qual- 
itv. Quality is maintained when press 
is stopped and started many times and 
when more water than used, 
The Aqua-Trol is $180 for offset 
duplicators, more for larger presses. Full 


press 


needed is 
small 


information from above address, 


5-TOTAL ADDING MACHINE 
R. C. Allen 
679 Front Ave., 
Mich., makes the 
Machine which can 


Ine., 
Rapids, 
Adding 
produce five 


Business Machines, 
N.W., Grand 
Distrimatie 


sepa- 


rate totals. This machine is adaptable 
for everything from inventory to daily 
tallying of department sales and allows 


simultaneous addition of four separate 
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department totals with the fifth depart- 
ment total readily available. Each de 
partment has a totaling capacity of 
$99,999.99 with a grand total capacity 
of $999,999.99. This adding machine 
is ideal for distribution and analysis 
jobs. It is used to advantage to analyze 
for: classification of sales by 
types of product sold; classification of 
sales by salesman for figuring bonuses 


invoices 


and commissions; to classify tax exemp 
tions for sales tax reports; for summary 
entries in journal; to analyze 
charge slips in stores for breakdown of 
amount of sale, sales tax, 10% and 20% 


sales 


excise tax; to analyze sales figures for 
volume of activity in several store de 
partments simultaneously for compara- 
tive purposes, and many other special- 
ized jobs. <A silent universal motor 
allows AC or DC to be used. The key- 
board’s add-speed operation maintains 
maximum office efficiency with automatic 
clear signal, automatic from 
total, transparent paper tear-off knife, 
convenient writing table and all other 
features of R. C. Allen Electric Vis- 
Omatie Adding Machines. 


sSpace-up 


1-STEP OFFSET SOLUTION 


Alum-O-Lith, Ine., 5601 Valley Blvd., 


Los Angeles 32, Calif., reports the de- 
velopment of D.L.G., a new compounded 


presensitized plate developer that com 


bines the processes of desensitizing, lac- 
quering and gumming into one simple 
step. According to Elmer Deal, Alum-O- 
Lith technical director and pioneer in 
the presensitized field, the Alum-O-Lith 
double duty plate is processed by pouring 


a small amount of D.L.G. on the plate 
and then lightly scrubbing the entire sur- 
with a fine sponge. The 
image appears almost instantly, the plate 
is wiped down dry and it’s completely 
processed and ready for the press; de- 
sensitized, lacquered and gummed. In 
addition to saving processing time, 
D.L.G. eliminates the need for a shelf full 
of chemicals, cotton and bowls or a ready 


face cellulose 


water supply. There is no need for a 
large, messy area to process plates. The 


D.1.G. method makes it 


secretary or expenenced person tO process 


possible for a 


a perfect, lacquered plate in a matter of 
seconds. Laboratory and field tests have 
proven that, because the possibility of 
with the 
use of D.L.G., lithographers are able to 
get the most out of the Alum-O-Lith em 
bedded image. Alum-O-Lith, Ine., origi- 
nated the 2-sided plate and the use of 


processing errors is removed 


heavier metal in all larger pre-sensitized 
plates. 


LIST BREAKDOWN 
Ditto, Ine., 2280 W. Harrison, Chicago 
12, Ul, makes Analyslips for breaking 
down a list of items so that each ap- 
separate sheet without re- 
Used for inventory control, 
catalog preparation, ete. 


pears On a 
writing. 
sales analyses, 


ACCOUNTING FILE SYSTEM 
Guide-O- Matie 
3roadway, New 


Equipment Co., 920 
York 10, N. Y., makes 
8” x 5” eard files featuring Guide-O- 
Matie visible aluminum which 
provide perfect visibility for vertically 
filed cards. Each guide has a 


guides 


recess 


his- 
Window 
reference to 


with slots and tabs to hold current 
tory card and old ledger ecards. 
slots allow instant visible 
ledger and credit forms when media is 
removed for billing. Two Guide-O- 
Matie guides form a pocket which holds 


up to 25 separate media items plus credit 
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ledger and history sheets without crowd- 
ing. Wobble blocks 


pansion in the drawer 


allow 
when 


quick ex- 
necessary. 


The guide’s angled edge makes it easy 


to see individual accounts from any 
working position and there is space for 
” lines of typing plus 3” for 
signals. Inserts are protected 
The guides are dur- 
able, lightweight aluminum. A tray 
holds 250 accounts and each has six 
wobble blocks which serve as primary 


two 5% 
colored 
by acetate strips. 


guides and provide five v-openings for 
faster work. Illustrated literature from 
above address describes the system. 


ADDING MACHINE 

Alma Offiee Machine Corp., 164 West 
25th St., New York 1, N. Y., announces 
the Everest electric adding-calculating 
machine which has a working speed of 
200 printed figures a minute. A visible 
register with automatic moving pointer 
shows figures and negative 
Printed decimal point is automatically 
Main bar adds, subtracts, 


balance. 


positioned. 


prints without adding when desired, sub- 
totals and totals. Supplementary bar for 
repeat, positive and negative, correction 
and cancellation, conversion to decimals, 
multiplication, sub-totals and totals, An- 
other bar individual 
digits without changing an entire num- 
ber and there is a bar for short-cut 
multiplication. Machine sets 10 columns, 
totals 11. Illustrated from 
above address. Dealer territories being 
allotted. 


allows correcting 


literature 
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DICTATING MACHINE 

Dictaphone Corp., Dept. I-94, 420 Lex- 
ington Ave., New York 17, N. Y., makes 
the Dictaphone Time-Master with Power 
Control. All 
are built 
microphone, 
thumb, the 


stop of 


controls 
small hand 
touch of the 
controls 
lock for continuous 
listening, quick-review 
playback, correction and length-of-letter 
markings. Control 
and precise, 


major operating 
directly into the 
With a light 
dictator start-aud- 
recording, 


recording or 


is simple, automatic 
leaving the dictator free 
to concentrate without distraction on the 
job at hand. Literature from above ad 


d ress, 


SECOND-SHEET SETS 
Newport News Forms Box 976, 
Newport News, Va., makes Prefixt see 
ond-sheet with interleaved carbon 
in three styles. Prefixt No. 1 is for regu- 
lar letter writing and a set contains five 


Co., 


sets 





second sheets with one sheet of carbon. 
Each of the perforated second sheets is 
snapped out after typing and one set is 
good for five letters. Prefixt No. 2 is for 
use when two copies are required of each 
writing and each copy can be on a 
different. color paper (usually pink and 
canary). Prefixt No. 3 is for making 
three, four or more copies at a time: 
two sets will give six copies; three sets, 
nine copies. This system saves the time 
spent handling and jogging carbons and 
second sheets, keeps copies and original 
clean because typist doesn’t touch car- 
bons. One motion separates original and 
second while carbons remain in 
Second 


sheets 
sheets can be in 
various colors and grades of paper. Free 


set for reuse. 
samples from above address. 


OFFSET PAPER 


Eastern Corp., Bangor, Me., announces 
Atlantic Offset Paper which is especially 
made for offset The 
sheet is the result of several years de 
part on Eastern’s 
long experience in making quality offset 
papeterie papers for the 
field. Atlantic Offset is 
sheet available in all popular sizes and 


lithography. new 


velopment based in 


greeting card 


a bright white 


weights, in regular and vellum finishes. 
According to the manufacturer, the ma- 


jor problems which were tackled and 


solved were those affecting dimensional 
stability, affinity for offset 


inks and a 


brighter color. Careful attention was 
paid to traditional problems experienced 
by lithographers, such as pick and lint. 
After considerable research and experi 
mentation, the paper has been intro 
a product which should meet 
critical requirements of litho- 
graphers, and overcome the major causes 
of difficulties in offset paper. The 


latest advanced quality con 


duced as 


the most 


and most 
trols, assured by manufacture in a fully 
integrated mill, result in a paper which 
permits offset as well as letterpress 
printing to consistently high standards. 


Free samples from above address. 
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OFFSET HANDBOOK 


Harold M. 1112 13th St. 
North J., offers a free 96-page 
booklet wealth of useful 
information on offset and photoengraving 
Titled, ‘‘The Modern Shop 
Handbook of Pitman Special Processes,’’ 
the handbook gives full and detailed 
instructions on a large range of reproduce 


Pitman 
sergen, N. 


Co., 
containing a 


procedures, 


tion activities: making blueprints, coat 


ing plates, blocking out areas, and 


many 
make 


others. Material is organized to 
it a manual or guide for use by 
people on the job. The basic principles 
of an operation are stated at the outset 
and then each step is described in com 
plete detail. In all cases, explicit infor 
mation is given concerning quantities of 
material to be used, ideal temperatures, 
lighting control and other 
fluencing the end result. 


factors in 
Supplementing 
the explanatory portion of the handbook 
is a large collection of tables and formu 
las covering such topies as developing 
filter and 
weight conversion tables which make the 
book a source. <A 
comprehensive glossary explains not only 


solutions, color combinations 


valuable reference 
the more common trade terms but several 
not usually found in such listings. At 
tractively size, 


printed in a convenient 
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the Pitman handbook is a basic tool for 
both small and large duplicating depart 
ments. Write above address for a free 
copy. 


HANGING FOLDERS 


Globe-Wernicke Co., Dept. O-114, Cin- 
cinnati 12, Ohio, makes Verti-Swing hang- 
ing folders, frames and a complete line 
of allied which 
all the advantages of the 
method plus exclusive features, making 
filing and finding up to 50% easier. 
Verti-Swing folders are made from flexi 
ble, high-quality stock. Rounded 
rods with protective-coated 
sealed firmly in the top edges of the 
folder. The rods slide easily over the 
sturdy steel frame. Verti-Swing frames 


necessories incorporate 


hanging-file 


steel 


ends are 


ean be adjusted for a snug fit in all 
standard file drawers. When Verti- 
Swing folders are placed on the frame, 
they cannot slump, sag or become dis 
ordered. Filed papers always 
neatly in place. Celluloid 
stay at an even ievel 


remain 
index tabs 
for perfect visi- 
bility and can be shifted or changed to 
form any indexing system. Globe 
Wernicke offers three work 
units which bring Verti-Swing filing 
convenience to the worker’s side: A 
Desk Side File, Desk Top File, and Desk 
Drawer File. For complete details, write 
for Catalog No. VS-654. 


also desk 
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FOUNTAIN PEN 
Aurora, S.p.A., 1 via Arcivescovado, 
Torino, Italy, their Duo-Cart 
fountain pen in a clear plastic case con 
taining a complete kit to last the life 
of the pen. This pen ordinarily holus 
two ink cartridges, one a spare, so that 


package 


the user never runs out of ink. An acous 
tical warning tells when spare cartridge 
should be Cartridge 


takes less than 20 seconds. 


replaced. change 


The plastic 
ease, which can be used for dealer dis 


play, contains one pen and supply of 


ink cartridges. Pen has semi-shielded 
14-k. gold nib with pure osmiridium tip 
in choice of writing styles, Lllustrated 
literature from above address. 


LIQUID DUPLICATORS 
Wolber Duplicator & Supply Co., 1217 
Cortland St., 14, Ill., makes 
Margi-Set liquid 
with a that 


fraction of a 


Chicago 
Copy-rite duplieators 


position control raises or 


lowers copy from a small 





This 
easy. It in- 
which 
shows 


lines. makes 
registration 


visible indicator 


line to a full 
even hairline 
corporates a 
shows the setting at all 
how much the copy 
or lowered from its 


seven 


times, 
may be raised 
present position, 
allows copy to be changed even while 
the machine is operating and operates 
at the touch of a finger, locking in place 
automatically. The new Margi-Set dupli- 
cators retain all the earlier Copy-rite 
advantages: lift-out rollers which permit 
easy replacement when necessary, longer 
runs and sharper copies, all aluminum 
contour design fluid container, single or 
multi-color reproduction. 
electric 


Available in 


manual and models of modern 
streamline design and durable construc- 
tion. The Margi-Set is in the same price 
range as all Full 


information 


previous Copy-rites. 
from above address. 


POCKET RECORDER 
Mohawk Business Machines Corp., 944 
Halsey St., Brooklyn 33, N. Y., makes the 
Midgetape pocket tape recorder in which 
the tape is loaded small cart- 
ridge, requiring no tape threading. It 
records for one hour on dual tape track. 


from a 


Old material is erased as a new record- 
ing is made. Hearing aid batteries power 
the unit and have an extended life of 
over 45 hours. A small red light indi- 
cates when battery has only two hours 
of recording life remaining. Recorder 
has only three controls. Available for 
use with it are a wristwatch microphone, 
shoulder holster carrying case and two- 
way telephone recording adapter. The 
Midgetape recorder is 8%” x 3%” x 
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he Sag weighs 3% lbs., costs $229.50 with 
recording cartridge, crystal 
microphone and Literature 
from above address. 


batteries, 
earphones. 


STAND FOR PAD 

Maso Steel Products, Dept. 41, 53 
Jackson Blvd., Chicago 4, Ill., makes 
the Model 2000R _ Elevator Stand 
equipped with clips to hold office ma- 
chine pads. Of all steel construction with 
the heavy gauge metal top slotted to 
hold the four metal clips firmly in place 
with handy thumb The clips 
are easily, quickly adjustable, up to 
1644” x 18”, to hold special or standard 
size office machine pads from slipping, 
sliding or creeping. This de luxe stand 
is especially designed for use with noisier 


screws, 


than normal office machines by per- 


mitting the use of a fixed-in-position of- 


fice 
chine noise, 
include 


machine pad to 
The 


Maso’s 


help deaden ma- 
stand’s other features 
Power Foot Pedal 
which makes it easy for any 100-lb. girl 
to raise or lower a loatled stand; four 
large, solid rubber feet, one adjustable 
for uneven floors, and four large, top- 
bearing casters for easy, quiet porta- 
bility. Top is a full 18%” x 1954”. Drop 
leaf, for either or both sides, 18%” x 
144%”. Height, 27” or 3514”; in choice 
of smooth gray, green, walnut or desert 
sage baked enamel. 
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The B D C mimeograph eliminates the perforated drum and ink pad so 
you never spread ink with a brush, clean a clogged drum, or change an 
ink pad. It operates with a heavy paste ink that does not and cannot leak. 
With the B D C, using and maintaining a mimeograph is no longer an 
inky, messy, office torment. Hands and clothes stay clean— morale goes 
sky high. And while always clean, the average office worker can produce 
professional looking copies that are virtually printing press quality. 
Write for complete information. Bohn Duplicator Corporation, 444 
Fourth Avenue, New York 16, New York. 





REX-ROTARY 
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STENCIL DUPLICATOR 
Print-O-Matie Co., 724 W. Washing- 
ton Blvd., Chicago 6, Ill, makes the 
Model 5-A Rotary Stencil Duplicator, in- 
advantages usually 
found in machines costing up to twice 
Machine has an 


corporating many 


as much, automatic 
impression roller release which positively 
prevents ink from getting on roller. An 
‘*Snap-On’’ feed front 


exclusive arm, 


paper registration guide and completely 
automatie feed provide exceptional ac- 
curacy and speed. Semi-automatic in- 
side inking enables operator to ink pre 
where desired. Oil 


cisely impregnated 


nylon bearings and  counter-balanced 
drum keep operation quiet and smooth. 
The covered cylinder is shielded against 
dust, Print-O-Matie’s Model 5-A prints 
sheets from posteard to legal size, retails 
for $75, plus $4.50 tax, complete with 
supply ot 


instant-dry ink and _ steneils. 


LABEL PRINTER 


Soabar Co., 5815 Erdrick St., Phila- 
delphia 24, Pa., makes the Soabar Model 
22 Label Marker which prints all perti 
nent labels ranging in 
size from 144"x1\” to 3”x1%”. Machine 
is automatic 


information on 


and simple to operate. It 
stacks up to 
minute. Typical 
imprinted in- 
cludes price, part number, sub-assembly 


marks, counts, cuts, and 


144 roll-fed 


information 


labels per 
that can be 


number, lot or style number, size, quan- 
tity, color or finish, material, description, 
dimensions, weight, catalog number, etce., 
for product identification, stock control, 
piece-work and control. 
gummed or un- 


production 


Labels are available 
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gummed, with or without perforations 
and pre-printed trade-marks or designs. 
Machine is available with hand-set regis- 
ter for chenging aumbers without re- 
setting type, or with automatic wheel 
for consecutive or duplicate numbering. 
All other information may be kept con- 
stant on a series of labels while changing 
certain numbers. A counter stops ma- 


chine when required number of tickets 
is printed. Standard equipment includes 
type chase, complete assortment of type, 
supply of ink and lubricating oil, flex- 


ible-arm lamp. Machine is powered by 
AC 110-v. 60-eycle motor. 


CAFETERIA SIGNS 


Acme Bulletin & Directory Board 
Corp., 37 East 12th St., New York 3, N. 
Y., makes 


changeable signs for cafe 


FOUNTAIN SANDWICHES 


BANANA SPLIT 20 HAM 

| MALTEDO MILK ie) mace 

' FRENCH SODA 1S BACON 
ICE CREAM SODA 108% CHEESE 
PECAN SUNOAE 2088 TUNAFISH 
NABISCO SUNDAE 158% HAMBURGER 
PEACH PARFAIT <2 8) ROAST BEEF 
FUDGE FRAPPE 1s CREAM CHEESE 
FRUIT ORANGEADE 10 PEANUT SUTTER 
PINEAPPLE SODA 108% LETTUCE & TOMATO 


CHOCOLATE 
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\( l . paper | 


o \ carbon quired ) 


Makes Copies without Carbon! 


Try the new NCR Paper and be 


amazed at the new ease, sim- 


National has important news for 
business everywhere! The dupli- 
cate copies you see above were 
made without carbon paper! 
This is made possible by use of a 
special paper developed by the 
research laboratories of The Na- 
tional Cash Register Company 
It is called ““NCR Paper’? (No 
Carbon Required). NCR Paper 
puts an end to irksome handling 
of carbon paper — inserting, re- 
moving, storing. 


Saves Time, Avoids 
Smudges.F aster, can’t smudge 
copies or fingers. Making mul- 
tiple records is now as easy as 
picking up 3, 4, (or more) forms 


from a stack and inserting them 
in a typewriter or business ma- 
chine. And NCR Paper provides 
exactly the same advantages 
when making copies by hand 
(receipts, sales slips, guest checks, 
etc.) 

Better Copies. When forms 
are placed together and written 
on by typewriter, business 
machine, or by hand clear, 
clean copies are made without 
carbon paper 

Ends Carbon Paper 
Disposal. With NCR Paper, 
troublesome removal and dis- 
posal of used carbon sheets are 
avoided 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 


949 OFFICES IN 94 COUNTRIES 


THe Orrice—November, 1954 


and time- 
to multiple 


cleanliness 
brings 


plicity, 
saving it 
copying. 
Contact your local business forms 
printer for NCR Paper or your 
nearby National representative or 
write to The National Cash Reg- 
ister Co., Dayton 9, Ohio 


WY mAOR WARK REG. U. 6. PAT. one. 
cea ys? ete 
an, 





NOW-—STAPLE 


=Sfaplex 
CUTS COSTS 70% 
..- 0nd more! 


@ STAPLEX does the work of 20 “old-fashioned” 
staplers .. . better . . . quicker . . . more 
economically ! 

@ TIME-TESTED . . . thousands in profitable use in 
virtually every type and size of business and 
industry — pays for itself in a few months. 

AUTOMATICALLY STAPLES as fast as work is fed to 

the machine. No levers or foot pedals . . . both 
Let us demonstrate hands are free. ORE 

USES STANDARD SIZE STAPLES, reloads from front in 
the STAPLEX at 2 seconds .. . No lost time for reloading or re- 
your convenience threading. 

: doing your work. PORTABLE, weighs only 12'2 Ibs. . . . plugs in any- 

7 where. 


See for yourself why STAPLEX has become 


Mail A Necessity in Modern Business! 


Today 


| THE STAPLEX CO. (] A no-obligation 
| 775 FIFTH AVENUE demonstration 
BROOKLYN 32, N. Y. (CD Literature 


THE =Sfoplex CO. 
NAME 


| 775 Fifth Avenue @ Brooklyn 32, N. Y. 
; COMPANY 








| ADDRESS 


bene enacenaananen 
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terias and lunchrooms. These come in 
many styles and sizes with open faces 
and with glass doors. The backboards 
are removable and can be laid on a table 
for resetting the copy on the sign. Cata- 
log with prices of different style change 
able signs is free from above address. 


ANTI-STATIC SPRAY 
Statikil Div., J. E. Doyle Co., 1220 W. 
6th St., Cleveland 13, Ohio, makes Stati- 
kil which is guaranteed to eliminate 
static electricity in duplicating and 
printing equipment. It comes in a pres- 
sure spray can and is easily sprayed on 


equipment by simply pressing the but- 
ton on the can. It will not harm or rust 
equipment or materials, is unnoticeable 
even on cellophane. Since a light applica- 
tion is effective, this is the most economi 
cal way to kill static. Statikil is $3 a can, 
doz. Illustrated literature 
above address describes its use. 


$30 a from 


INDEXING SUPPLIES 
Cel-U-Dex Corp., 1 Main 8t., Brooklyn 
1, N. Y., offers their free 27-page illus- 
trated catalog of file indexing supplies 
which includes a wide variety of index- 


Tue Orrice—November, 1954 


ing and labeling materials for every 
type of file including shelf files. All 
items are fully described and priced. 


MULTI-COPIER 


Haloid Co., 54-11X Haloid St., Roches- 
ter 3, N. Y., makes the XeroX Model D 
Processor with which up to eight copies 
of-a letter, engineering drawing, form 
or anything written, printed, typed or 


drawn can be made from one exposure 
in a few minutes. 
paper, card stock or any other type of 
paper. An offset paper master for mak- 
ing multiple copies on an offset duplica- 
tor, or a master for use in 
diazo machines, can be Original 
copy may be opaque, translucent or two- 
sided. Using the XeroX No. 4 Camera, 
copy may be reduced or enlarged within 
the limits of 8%” x 13”. Literature from 


Copies can be on plain 


translucent 
made. 


above address. 


KEYTOP CATALOG 

Pearl Engraving Corp., 26-40 West 29th 
St., New York 1, N. Y., offers dealers 
their new 12-page catalog with deserip- 
tions, illustrations and prices of plastic 
keytops for all and tools for 
removing and installing keytops. Cata- 
log describes how keytops are installed 
hints to mechanics who 
rebuilt machines like type- 


machines 


and 
modernize 


gives 





writers, adding machines, cash registers, 
etc. Write above address for a free 
copy. 


STRIPPING, OPAQUING TABLE 
Colwell Litho Products, Ine., 614 S. 
7th St., Minneapolis 15, Minn., makes the 
Colight Stripping and Table 
for handling processed offset negatives, 
for artists’ layouts and other uses. The 
features a double-well 


table 
with fluorescent 


Opaquing 


glass top 
lighting from beneath. 


Its Italian opal provides 100% 
light diffusion and is superior to ordinary 
ground glass for stripping and opaquing. 
The double-glass top has an air space 
between the diffusing glass and the 
working surface to keep the working 
surface cool and prevent negatives from 
curling. This also permits the operator 
to work comfortably. Llustrated litera 
ture from above address. 


PRINT DRYERS 
Simplex Specialty Co., 116 West 14th 
St., New York 11, N. Y., makes Simplex 


glass 


Ideal Dryers for properly drying photo- 
copies, blueprints and semi-matte prints. 
Machine has double belt and dries prints 


speedily without shrinkage or loss of 


tonal values. Its features include auto- 


matic belt alignment and positive trac- 
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tion. Driers will give years of trouble- 
free service and are available in gas and 
electric models with belt widths of 22”. 
30”, 40”, 50” and 60”. All models will 
dry 2 ft. per minute and gas models may 


Thermo 
stat heat controls can be had. Dryers are 


be increased to 4 ft. a minute. 
shipped set up and will pass through a 
31” door. Illustrated literature and prices 


from above address. 


STEEL DESKS 
Art Steel Co., 170 West 233rd St., New 
York 63, N. Y., makes 7500 Series Desks 
with special sheathing, and nylon glides 


drawers, to 
deaden operating noises. Armstrong lino- 
leum tops satin extruded 
binding. drawer has 


and rubber bumpers on 
finish, 


Center 


have 
aluminum 
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Oxpy rite ZN Riu 
manalssel 
oi man IAIN 


...a@ really major improvement 
in liquid duplicators poe 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position control that raises or lowers the 
- copy from a small fraction of a line to a full seven lines- 
“LIFT-OUT" Rollers... onother Copy-rite makes even hair-line registration easy —incorporates a visible 
development! Just turn the pressure release indicator which shows the “‘setting”’ at all times—shows how 
to the “off” position and "‘lift’’ out one or P > . 
all rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 
gadgets of any kind required! position—can be changed even while the machine is operating 
yorer® ite operates at the touch of a finger but which “‘locks’”’ in place 


Copy eg automatically. 
Durvi® 
..and don’t forget, ALL former Copy-rite advantages are still 
retained in these new models in addition to the 1955 improve- 
ments listed herein . . . and there’s no increase in prices! Now, 
more than ever, Copy-rite is your best bet—in design, in construc- 
tion, in value! 


Write for the full story of “Copy-rite for '55"! 


WOLBER wterseratensns 
DUPLICATOR & SUPPLY CO. to $349.50. Other models os low os 
1217 CORTLAND STREET + CHICAGO 14, ILLINOIS $157.50. All prices plus tox F.0.8 

Factory 
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The Collating Machine 
you've been waiting for! 


suction 
PICK-UP! 
POWER DRIVEN! 
FAST! 
VERSATILE! 
ACCURATE! 
COMPACT! 
SIMPLE! 


re 


Mina 
Miib.. 
ULL 


LLL 


FULLY AUTOMATIC 


VERTICAL COLLATOR 


Perfect for FAST, ECONOMICAL 
Collating and Gathering of: 


BUSINESS FORMS ¢ CATALOGS e¢ BULLETINS 
PRICE LISTS © HOUSE ORGANS ¢ MANUALS 
INSURANCE FORMS @ PRICE LISTS—and every 
other Collating Job! 


With the high-speed, fully automatic JCM VERTI- 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles any type of paper stock, in sizes up to 
11" x 14°. JCM Vertical Collators are made in 
multiples of 4 part units up to 24-stations, with 
automatic offset-pile delivery as standard equip- 
ment on all models. 


WRITE FOR FULL INFORMATION TODAY! 

J. CURRY MENDES 
CORPORATION 

1 CURRY LANE © CANTON, MASS. 
Western Offices: 

500 S. Clinton St. * Chicago, In. 
Eastern Offices: 

22 E, 29th St. © New York, N. Y. 





pencil-clip tray and lock that controls 
all drawers. Drawer stops on all drawers 
prevent them falling out. Drawer fronts 
are welded to the drawer body like regu- 
lar file drawers. All drawers have 
shields, one partition and are slotted for 
cross filing of 5” x 3”, 6” x 4” and 
8” x 5” ecards. Inside height of box 
drawers is 513/16.” Drawer handles are 
solid extruded aluminum with anodized 
satin finish. Island is 5%” from floor to 
drawer shell. Made in gray, green, frost 
tan and frost green at same price with 
Jaspe or solid color linoleum tops. Com- 
plete information from above address. 


COMPUTING CALENDAR 


L. D. Blehart Co., 10 Fiske Place, 
Mount Vernon, N. Y., makes the Sked- 
U-Cal which will give the date and day 
for any number of days, weeks or months 
from any date; and tell the number of 
days, weeks or months between any two 
dates. It covers 60 complete future 


months and 12 past months from each 
current month. Made in book format, 
10” x 12%”, with dated, daily spaces 
for records or notes. Covered in leather- 
like Fabricoid with plastic binding, in- 
dividually packaged and priced at $7.50 
for 1955. Illustrated literature shows fac- 
simile ins and describes Sked-U-Cal’s 
operation. 


Tue Orrice—November, 1954 





“ 


1. Payroll Summary ae 
2. Individual Earnings Record 


3. Payroll Receipt 


National’s Multiple Posting Binder for Payroll... 
Also Saves Time on Accounts Receivable and Payable 


This new ‘3 in 1” binder assures ‘3 in 1” speed in FEATURES: 

payroll record-keeping. Each binder handles up to | @ 3 records in 1 writing. 

35 employees and one entry takes care of Payroll | @ Not y to ge forms 
Summary, Individual Earnings Record and Pay- pn on poge os in 
roll Receipt. It’s a real clerical time and money | @ mechanism holds stock col- 
saver — minimizes copying errors, also. Yes, and umnar pads for other types of 
the binder may be used for receivables and pay- ait ets moan 94 
ables. Your own checks are good — no special - +. accounts payable . . . 
checks are required. The cost of the binder com- - en 

plete with forms is low. Write for Folder MP-1 for ——_ Jdaleased 


full details. @ No special checks required. 








NATIONAL BLANK ) 
BOOK COMPANY - 


VA HOLYOKE - MASSACHUSETTS # 
aes ga 


“i, 


‘ # ee 
% egeere” 
gmeg is! 
4 titre t y 


em 
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wow XEROGRAPHY «= 


cuts duplicating costs 58,000 a year 


for Servel 
SPEEDS PAPERWORK 


Using the XeroX®-offset combi- 
nation in its print shop for general 
paperwork reproduction is real- 
izing Servel, Inc., estimated sav- 
ings of $8,000 a year. 

Servel’s Methods Planners have 
devised innovations in the use of 
xerography which have effected 
a substantial reduction in the time 
formerly required for reproduc- 
ing forms, bulletins and letters. 

Xerography is used by com- 
panies of all kinds, large and 


small, in thousands of applica-  Sepyel, Inc., Evansville, Indiana, is a 
tions copying forms, letters, bulle- leading manufacturer of refrigeration and 


tins, charts, sales manuals, engi- air conditioning products. Shown above is 
the Servel Automatic Ice-Maker Refriger- 
ator which makes ice cubes without trays 
masters for low cost duplicating. and puts them in a basket automatically. 


neering drawings, etc., onto paper 


WRITE for proof of performance folders showing how Servel, Inc., and companies 
of all kinds are cutting costs and speeding paperwork with xerography. 
Also available, movies showing xerography at work. 


THE HALOID COMPANY 


54-11X HALOID STREET © ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


r . — poo a NR RRR ReRMR TERRE 


 KEROGRAPHY 


The fastest, cheapest, most versatile way fo make masters for duplicating 


a rt aie irene nadia a al ci 





164 THe Orrice—November, 1954 





ACCOUNTING FORM TITLER retail at $5 per 100 in a holder. The 
. NAR . ‘ standar " Zip-O-Rite vi tails ¢ 
Zip-O-Riter Co., 3046 S. Flamingo, coe gh 1” Zip )-Riter Kit retails at 
Denver 20, Colo., makes Accounting $23.95 and includes the Zip-O-Riter, 100 
Form Strip Masters for duplicating 3” x 5” address card masters and carbon 
‘ as . « foal - J P hd 1 »t} : “ree 
headings on tabulating sheets, journals, tabs, extra felt and instructions. Free 
work sheets, ete. A Strip Master will literature from above address. 
imprint six lines across a 14” sheet EA AP 
(special sizes available on request). DOUBLE-LETTERHEAD PAPER 
U. S. Business Paper Co. Racine, Wis., 
makes double-letterhead size, back-scored 
paper for 81%” x 11” forms, It comes 
9or" 


in standard size 8144” by 22”, with firm 
name printed on each end. Forms are 








™ 








Fenee Seneng 


Master is prepared by typing or hand- 

writing and printing is done by hand complete with single use carbon and 
with a Zip-O-Riter, using the spirit proc- second sheet, and maltiple copy sets can 
ess, for up to 100 copies from a master. be provided to fit particular needs. This 
Masters are translucent so that user system permits continuous typing of let 
can see through them to align properly ters or text up to two pages without re 
when heading a form. These masters moving paper from machine. Tran 





A Valuable Asset to Your 
Photo Copy Department 


SIMPLEX 


PEERLESS JR. 
Photo Print Dryer 


A versatile dryer designed for 

the small photocopy depart- 

ment or office where space is at 

a premium. Dries photocopy, 

blueprint, and photographic 

papers. Results comparable in 

quality to that achieved by 

larger and more costly equip- 

ment, 

14” width belt positioned auto- 

matically. No slippage. Drying 

capacity—100—84” x 11” prints Write today for descriptive lit- 
per hour. Operates on 110 V. erature showing specifications 
15 Amp. current—A.C, or D.C. and price information. 


SIMPLEX SPECIALTY CO., INC. 


118 West 14th St. New York 11, N. Y. 
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} THE 
PEC. COMPLETE LINE 

| be th FOR EVERY 
\-" MACHINE POSTING NEED 


POSTING TRAYS 
AND STANDS 


Tray models for 
sheet sizes from 7" 
x 11" to 12" x 12", 
Stands available in 
skeleton, fully en- 
closed or with 
Transfer Drawer. 


PORTA-MATIC 
POSTING TRAYS 


Porta-Matic 
Trays avail- 
able in 12", 
14%"" and 
18"" lengths and 
ten widths from 5" 
to 17". Lightweight 
—portable. 


REGISTER FORM TRAYS 
Five sizes for all 
standard register 

and sales book 
forms. 


PAYROLL RECORD BOX 


Will accommodate 
sheet sizes up to 
1" and 12" x 


For prices and descriptive literature, write 


POSTING EQUIPMENT CORP. 
1026 Niagara St. 
Buffalo 13, N. Y. 


Canadian Associate: PRESTON-NOELTING, LTD. 
Stratford, Ontario 





| tional 


scribers can start without preliminary 
checking of letter length and turn out a 
neat, properly framed letter. Reverse 
side scoring permits bottom cut-off with 
ample bottom margin after signature for 
%-page, full 814” x 11”, or a 2-page let- 
ter. When 
page, the second letterhead is 
and used. If letter runs to 2 pages, 
second letterhead is cut off and cast 
Svstem is adapted to use on any 


letters do not exceed one 


reversed 


away. 
typewriter since cut-off devices are avail- 


| able for most makes of machines. Offices 


and forms printers can obtain complete 


details from above address. 


SUPPLIES CATALOG 
Consolidated Office Supply Co., 711-0 
lll., offers 
their 72-page fall and winter office sup- 
ply buying guide which lists and illus- 
trates hundreds of items ranging from 
paper clips and rubber bands to office 


S. Dearborn St., Chicago 5, 


furniture and equipment. All merchan- 
dise is sold by mail with an unecondi- 
money-back guarantee. Consoli- 
dated offers a free premium plan and 
free delivery plan. The firm credits its 
steady mail-order growth to its policy 
of attractive prices and prompt customer 
service, Write address for the 
free catalog. 


above 
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Across the street from you 


den figure- thinking 


is helping a business save 


The Thinking Machine 


DRUGGISTS...doing widely varying volumes 
of business reduce overhead operating cost 
with the fully automatic Friden Calculator. 
They use the Friden on inventory, to ex- 
tend and audit invoices, for payroll and 
tax calculations. The Friden works so au- 
tomatically that special operator training 
is not required! 


DEPARTMENT STORES...simplify figuring of 
accounts payable invoices with the fully 
automatic Friden Calculator, also use time- 
saving Friden shortcuts on payroll and 
statistical calculations, expense distribu- 
tion, inventory, sales audit. A Friden 
quickly amortizes its original cost with 
work-hours saved! 


THe Orrice—November, 1954 


Friden builds calculators 
in a wide price range, 
in every size, 
for every figuring need 


Everywhere in business you find Fridens. 
Because the Friden performs more steps in 
figure-work without operator decisions than 
any other calculating machine ever devel- 
oped. Each automatic Friden decision re- 
duces business overhead costs by saving 
human time. It’s likely your business can't 
afford NOT to own a Friden. See what 
you think when you see the Friden figure- 
think. Call in your nearby Friden Man and 
watch a demonstration! Friden sales, instruc- 
tion and service. available throughout the 
U.S. and the world. FRIDEN CALCULATING 
MACHINE CO., INC., San Leandro, Calif. 

© Friden Calculating Machine Co., Inc. 
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for Every Office! 


Certified 


Office Machine 
PAPER ROLLS 


The superior quality paper rolls 
used in cash registers, adding ma- 
chines and teletypes in offices and 


stores everywhere! 





tested for micromatic 
accuracy 


guaranteed for smooth 
operation ~ 

r ST 
clean cut,  lintless, Bid iid 


without splices 


red ink warning marks 
near ends 


conveniently pack- 
aged in_ individual 
boxes 


AVAILABLE AT ALL 
LEADING STATIONERS 


DEALERS: Write for CASH 
REGISTER ROLL SPECI- 


FICATION SHEET and 
prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 








Chicago 21, Illinois 


VERTICAL CONVEYOR 


Samuel Olson Mfg. Co., 2424-38 Bloom- 
ingdale Ave., Chicago 47, Ill., makes 
Uni-strand Vertical Conveyors for carry- 
ing forms, records and other clerical ma 
terials. This conveyor consists primarily 
of 4 vertically moving chain which bears 
finger type carriers. Certain of these 
carriers are mechanically adjusted to un 
load at each receiving station and 


marked accordingly by a number or dis 
tinctive color, The conveyor may be 
arranged for loading or unloading at any 
number of floors. All loading is done 
manually directly into the carriers on 
the ‘‘up’’ side of the conveyor; unload- 
ing is completely automatic on the 
‘*down’’ side. The load may be released 
onto belt conveyors for removal to re 
mote points. Uni-strand Conveyors are 
designed for each application and ean 
be furnished to meet widely varying con 
ditions. Literature from above address. 


LINE FIND STATEMENTS 


Modern Business Forms Mfg. Co., 308 
East 8th St., Cincinnati 2, Ohio, an- 
nounces an improvement in the manu- 
facture of Line Find Statements. All 
manufacturing steps (lithographing, per 
forating and carbonizing) are done on a 
rotary press in one continuous operation. 
Modern can do this on Line Find State 
ments up to 8%” wide and 141%” deep. 
In addition to statements, this firm spe- 
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THIS NEW POWERFUL DUPLICATOR WILL CHANGE 
ALL YOUR OLD IDEAS ABOUT STENCIL DUPLICATING 


If you entertain the old-fashioned idea that stencil duplicating is a messy, ‘last-ditch’ method of getting your 
message on paper, you have a pleasant surprise in store when you learn about the new GESTETNER. This new, 
scientific method of duplicating yields a sharp, clear, print-like quality which will permit you to do a greater 
portion of your forms, inter-office stationery and bulletins, and even your literature, all in your own office. Your 
most fastidious office-girl will enjoy running the quiet, automatic, clean GESTETNER Duplicator. 


iptecise  §=—-—« Automatic "See 
— Shut-Off Counter Yields attractive 


Stops printing when the print-like 
Tube-Ink - dialed number of copies ; copies 


7 is reached 
Loading 


No cans. No brushes, 
no leakages. 


Variable Speed Control 


Simply set the dial 
to suit the Job ‘Density’ 


Instant Color Changes 


Seconds to change colors. 
‘No muss . . . no fuss’ 


A... Geilelier DUPLICATOR CORP. 
SD, 50 McLEAN AVENUE, YONKERS 5, NEW YORK 
Please send me booklet No, 40, 


ADDRESS 


CITY... ZONE. STATE 


eeeeeeoeeoeoeeeeeeeeeeeeeeeeeeee 


e 
7 
a 
* 
. 
e 
* 
* 
NAME. .. ° 
* 
- 
* 
e 
a 
a7 
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TYPEWRITERS 
STANDARD and PORTABLE 


om» with all the most modern refinements 
for fast, quiet operation in regular 
typing, manifolding and stencil cut- 
ting. Machines have keyset tabulator, 
touch regulator, half-line spacing, etc. 
Standard machines have easily inter- 
changeable carriages, from 12" to 22". 


ELECTRIC ADDING-CALCULATING MACHINE 


The most versatile machine in the world with a working speed of 200 printed figures a minute. 
Automatic positioning of printed decimal point. Visible register indicates figures and negative 
balance with automatic, moving pointer. Supplementary bar for repeat, positive and nega- 


tive, correction and cancellation, conversion to 
decimals, multiplication, sub-totals and totals. Main 
bar adds, subtracts, prints without adding when de- 
sired, sub-totals and totals, There is a bar to correct 
individual digits without changing a complete 
number, and a bar for short-cut multiplication. 
Sets 10 columns, totals | 1. 


Write for illustrated literature on 
these remarkable machines. 


Distributor and dealer inquiries for 
exclusive representation invited. 


Agataie ALMA OFFICE MACHINE CORP. 


164 WEST 25TH STREET, NEW YORK 1 
Telephone: WAtkins 4-7604 
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cializes in short-run, carbon-interleaved, 
lithographed forms. They operate two 
shifts continuously to provide very good 
service for dealers and distributors who 
can obtain their latest 24-page, simpli- 
fied priced catalog, ‘‘At Your Service,’’ 
free from above address. 


MEMO PAD & PENCIL 


Pat Products Div., Ketcham & Me- 
Dougall, Inc., Roseland, N. J., makes the 
Pat Rememo a memorandum unit 
bining a roll pad with a chain-reel 
mechanical pencil. This handsomely 
styled memorandum stand uses a standard 


com- 


adding machine roll mounted on a plas- 
tic base to which a Pat chain-reel pencil 
is permanently fastened. Pencil can be 
pulled out on its chain; winds back 
automatically when not in use. Avail- 
able in white, red, green, brown and 
black with chromium trim, retails at 
$2.95 including tax. 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


MFG. CC., INC. 


P. O. BOX 243 
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Like 
Romeo 


goes with Juliet... 


You need 
WRITE - MASTER 
Ribbons to give 
you clean, crisp, 
executive - look - 
ing letters. Made 
of fine woven, 
exceptionally 
soft cloth, 
WRITE - MASTER 
produces beau- 
tiful impres- 
sions. Lasts 
longer, too, be- 
cause each ribbon is two full yards longer 
than ordinary ribbons. 


You need WritTE-MASTER Carbons for 
clear, sharp, permanent copies. You will 
appreciate their cleanliness and ease-of- 
handling. 


Be happy. Go modern. Buy WriTE-MASTER. 


PEERLESS IMPERIAL CO., Inc. 


eT Tice Oia MellsMaelal-la 7] 
28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. * Chicago 2, 179 W. Washington St 


Detroit 18, 37 Linden St. River Rouge, Michigan 





QUIET DRAWER ROLLERS is largely responsible for the roller’s 
quietness, as proved by audio engineers 
in tests conducted in sound studios with 
electronic sound-measuring equipment. 
Results of a durability test on the pat- 
ented roller were also announced by the 
Steel Age Research & Development Dept. 
After subjecting a standard drawer oper- 
ating on four of the new rollers to a 
quarter-million openings and closings, 
equivalent to 50 years of normal office 
service, there were no signs of wear ap- 
parent on the rollers. The rollers are 
of special flanged design and eliminate 
all sliding friction between drawer and 
guide tracks, even for side thrust in 
either direction. The molded Nylon is 
self-lubricating. Accelerated endurance 
tests indicate that the roller will provide 
noiseless drawer operation not only when 
tracks are clean and smooth on a new 
desk, but even after years of service and 
the normal accumulation of dirt and 
drawer roller which reduces storage grime on these parts. Storage drawers 
drawer noise up to 72% and outwears’ of all Steel Age 3000 Line Desks are 
steel. The integral Buna N silencer ring being made with four of the new rollers. 


Corry-Jamestown Mfg. Corp., Corry, 
Pa., announces a Nylon and Buna N desk 


letters read! 


; Are you satisfied with just any kind 
of a letter? Or are you one of those par- 
lar people who take pride in the clean, 
good looking letters they send? Any letter 
is only as good as the machine it is written 
and with the OLYMPIA SM 3 De Luxe NEW DELUXE 
» Por you just cannot type anything but es PORTABLE 
a Sortee letter. its selection of sharp, . 
type faces and mechanical perfee- 
hon hn guarantee 2 eta typing. Besides it is 
j and durable . Po aad to give you testures not found on other machines. 
in looks it’s a beauty. 


AL TRADING | corp 
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DON'T LOSE YOUR TEMPER, ik 
YOUNG LADY! 


Old Fashioned Rubber Bande! 


ASK YOUR 


STATIONERY DEALER 


TO SUPPLY YOU 
WITH THE 


MODERN .7.. 
ALLIANCE RUBBER COMPANY 


ALLIANCE, OHIO HOT SPRINGS, ARK. 


VA ALLIANCE RUBBER CO. 


IF YOUR ,; HOT SPRINGS, ARK. 

DEALER IS | Please send FREE Sample of ARCO OPEN RING 
UNABLE TO | STATIONERY BANDS. 

et 

ale eae ee 
COUPON | MY STATIONERY DEALER IS 


Rn. aa aa 














STRIGKLER'S 
REMINDERS 


SAVE TIME... 
SAVE WORK... 


BUILD SAVE MONEY... 


GOOD 





THE FOREMOST SYSTEM FOR HANDLING 
THE CREDIT BUSINESS FOR BOTH 
OPEN AND BUDGET ACCOUNTS 











THE PERSONAL TOUCH is given 
when you select the appropriate 
STICKER for each individual statement 


ATTRACT THE EYE 


Lithographed in various colors. 
Bound in books. The original copy- 
righted system that has proven most 
effective for forty years. Saves time, 
labor and money. Collects your ac- 
counts earlier and keeps customers 
steadier. 


Call Your Stationer .. . 
or Write Us for 
Samples and Prices 


POLL LOLL LPS 


CARL E. STRICKLER 
evi 


‘servicing customers are described. 


MECHANIZED MAILING 


Inserting & Mailing Machine Co., 
Dept. O-11-54, Phillipsburg, N. J., offers 
an illustrated booklet to volume mailers, 
‘Wider Horizons with Mechanized Mail- 
which some of the 
changes in preparation 
which have taken place the past 
few result of mechanization. 
Invention of a machine capable of 
gathering multiple enclosures and auto- 
matically inserting in envelopes, 
by solving this costly and complex prob- 
for large 


ing,’’ documents 
mass-mailing 
over 


years as a 


them 


lem, ushered in a new era 


direct-mail 
business 


Many changes in 
and 
have 


mailers. 
thinking 
cedures 


general 
resulted. 


pro- 
of these 
ways -of 
One 
firms in such diverse 


Some 
new selling methods and new 
section shows how 
fields as consumer manufacturing, heavy 


| industry, retailing, insurance, publishing, 


utilities, and service and welfare. or- 


ganizations have cut operating costs. An- 


| other section demonstrates the machine’s 


to 


sales, 


application various departments 


billings, advertising 
tion, public 


sions, 


and promo 
stockholder divi 
trend toward 
detail. 


relations, 
The 


is treated in 


ete. business 
do-it yourselt 


As 


some 


more and more executives seek 
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A “reel” story 
about a 


real problem 


How Can You Bring Your 
Key People Closer Together? 


An informative sound movie shows how an Intercom- 
munication System, tailor-made to your needs, can make 
inter-plant and office contact easier, faster, more 
productive. SHOWN RIGHT IN YOUR OFFICE WITHOUT OBLIGATION. 


Key people communicating with other key 
people is the very life-blood of a business. 
Without an inside communication system, 
however, it requires leaving the desk or 
using the city-phone . . . losing time or 
tieing-up the outside switchboard and 
those all-important incoming and outgo- 
ing calls. 


Kellogg has just produced the first movie 
about these communication problems and 
how hundreds of firms are solving them 
with their own Intercommunication Sys- 
tem. For instance, it shows in action an 
Intercommunication System that works 
like your city-phone, yet requires no op- 
erator. Simply dial and you're talking .. . 
instantly and privately .. . with any one 


of hundreds of possible stations. 


Be among the first to see this new, dra- 
matic film presented on intercommunica- 
tion. Kellogg has exclusive franchise deal- 
ers thruout the United States and Canada. 
Your Local Kellogg dealer will be glad to 
show it to you. Just fill out and mail this 
coupon and he’ll call you for an appoint- 


| Aetioce-«x:;, 


Intercommunication Systems 
A Division of International Telephone 
and Telegraph Corporation 
KELLOGG SWITCHBOARD AND SUPPLY COMPANY 


MAIL THIS COUPON FOR A FREE SHOWING — WITHOUT OBLIGATION 


an ae ae oe ap oe oe Ge Ge ae © oe oe oe Ge oe Ge Ge oe oe oe oe a oe 
Kellogg Switchboord and Supply Co., Commercial Products Division, Dept. 10-K 


79 Monroe Street, Chicago, Ill. 


“*YES, I'd like to see 
your film, TO KEEP IN 
TOUCH.” Have our local 
Kellogg Intercommunication 
Dealer call me for an ap- 
pointment. I understand 
there is absolutely no ob- 
ligation connected with the 
showing ne 


COMPANY __ 
ADDRESS 


oe ee 


ZONE STATE 
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Let us Custom Plan 


* THE DECORATION & DESIGN 
* ALL THE FURNITURE 





FOR YOUR 


If you need help in the 
complete planning and fur- 
nishing of your offices . . . if 
you want them to be differ- 
ent and distinctive, yet 
sensibly efficient, you'll 
welcome the single-source 
convenience of our service. 
Our trained experts plan 
and take over the entire job 
of design. Our specialty is 
to provide unusual furni- 
ture, CUSTOM-MADE, 
planned to your work needs 
...at a practically-low cost. 


Me ee ee ed 





/ 


: 


Serving America’s largest on a national basis. 


Your inquiries will receive our careful aifention. 


ATlantic 1-2277 
719 LIBERTY AVE. 
PITTSBURGH 22, PA. 
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greater control of quality and costs, and 
freedom from dependency on _ outside 
sources and uncertain labor markets, 
they set up their own mass mailing de- 
partments. Facts and figures show how 
such departments, planned around Insert- 
ing & Mailing Machines, can handle 
heavy schedules with speed and economy. 
Copies of ‘‘ Wider Horizons with Mech 
nized Mailing’’ are free from 
address. 


above 


TELEPHONE MESSAGE FORM 

Standard Printing Co., 1329 Lake St., 
Pittsburgh 33, Pa., makes a standard 
telephone message form in pads of 100 
for use by switchboard operators and 





bobeeesess ; Mw es Soa Qc} eebeseseee 


devrveeereveveveTeerts *. 


- 


Date 9 Tie 


WHILE YOU WERE 


Mr 


Perr reer rere ee ret 


« 
. 
* 
_ 
7 
+ 
* 
+ 
* 
* 
* 
+ 
- 
+ 
+ 
* 
* 
* 
ra 
. 
* 
* 
. 
* 
* 
- 
+ 
+ 
* 
* 





PLEA wr 
ll fala aaa hall 


FEF ES ESET SE EEE EET E ETE TT TEE 


Peeessssesease 











secretaries. The form also can be used 
to record visitors’ messages. Ten pads 
are $1.95; 50 pads, $7.65. Samples of 


the forms are free from above address. 


CHECKING ACCOUNT SYSTEM 

Underwood Corp., 1 Park Ave., New 
York 16, N. Y., announces its post-to 
check system for special and low ac- 
tivity checking accounts. Similar to 
eycle billing, the system utilizes the bank 
model Underwood Sundstrand accounting 
machine. Besides reducing stationery and 
printing expenses, it lowers equipment 
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Per oe ces 
It’s Revolutionary... ‘ 


New Tab-On | stencil 


curs 
SHIPPING 
PAPER 


The new Weber Tab-On Stencil is prepared 
avtomeotically with the typing of the in- 
voice of bill of lading 


RY .Y-y-7. up 
Addressing 


With the Weber Tob-On Stencil ond hand 
printers you con address labels, tags or 
contoiners at o rate of 50 per minute 


Yes, here’s a fasier, more economical way to address 
containers for shipment with the amazing new Weber 
Tab-On stencils. Eliminates delay . . . when shipping 
paper work is madeout stencil isautomatically prepared 
in same typing. Then just clip stencil to Weber hand 
printer and you're ready to address labels, tags or con- 
tainers .. . addresses 50 per minute . . 7500 without 
re-inking. Saves typing time, eliminates errors. It's low 
cost, too... less than 2c to prepare a stencil including 
labor and material. 


another 


Weber 


system 


for FREE 
Send mation on 


Tab-On-Stencil 





Detailed Inf 
the WeberT 











Name 

Firm . 

Title 

Address 

City ‘ on ‘State : 
WEBER LABEL AND MARKING SYSTEMS, 

Dept. 0-11, Mt. Prospect, Il. 
Div, of ‘Gaer Addneadion Machine Co. 


Se ee Oe ee 





Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


igs CARBON COMPANY 
GENERAL OFFICES © SKOKIE, ILL. 
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costs, minimizes personnel requirements, 
cuts filing and speeds the entire posting 
operation. It eliminates daily posting 
to the depositor’s statement and ledger. 
Posting, including old balance pickup, 
check or deposit and resulting new bal- 
ance, is printed on the face of the 
check or deposit slip. The posted item 
is then filed face up in front of previ- 
posted items in a _ transparent 
pocket containing depositor’s signature 
card and summary ledger. Thus the 
latest balance is always reflected by the 
last item filed. When posting additional 
items, operator reads old balance from 
check or which shows 
through the transparent pocket. At the 
close of the month, customer is provided 
with a statement showing balance at end 
of the last cycle, a listing of checks, de 
balance. 


ously 


deposit slip 


posits and new 


FORMS LITERATURE 


Philip Hano Co., Holyoke, Mass., has 
produced a full-line forms cireular for 
the stationery industry. This two-color, 


rigidized steer 


TRANSFER CASES 


priced to compete with cardboard 
transfer cases 








Constructed of heavy furniture steel. 
Added strength & durability due to the 
specia! forming process o rigidizing. 

@ Available in letter and legal size. 

@ Baked on enamel finish in lustrous 
office green. 

® Horizontal & vertical stacking feature. 


ORDER TODAY! 


Visit our Factory Showroom while in Chicago. 


Top FLIGHT PRODUCTS CO., INC. 


Manufacturers of Steel Office Equipment and the 
Famous No. 25 R Steel Transfer Case. 
6224 S$. Oakley Avenue, Chicago, Itlinols 
WaAlbrook 5-7100 
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accordian fold, 8-page folder details their 
complete line of custom and stock forms. 
Highlighted are the new Hano N.C.R. (no 
carbon required) forms which are avail- 
able in stock and custom classifications 
for a variety of needs. The complete line 
of Hano business forms presented in- 
cludes Snap-a-Part sets, continuous car- 
bon interleaved forms, continuous forms, 
a new line of autographic registers and 
forms, a full line of marginal punched 
forms, a wide assortment of stock forms 
and numerous record-keeping devices and 
accessories. The Hano circular gives 
complete specifications on their Jine and 
also points out the advantages of the 
different types of forms from the users’ 
viewpoint. A copy of the folder is 
available on request from above address. 


STENCIL PATENT 
American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., manufacturers 
of Sure-Rite duplicating stencils, have 
been granted U. 8S. Patent No. 2688918 
on their Red Dot Seal Tab stencil con- 





Service-Wise 
dealers count on) 


SHIPMAN-WARD 








for the QUICK SERVICE that enables them 
to give their customers better service on 
EVERYTHING IN THE OFFICE MACHINE FIELD! 


SERVICES 
Platen Recovering (Rubber by B. F. 
Goodrich—Double Wall Cushion) ... 
Feed Roll Recovering . . . Cork Platen 
and Feed Roll Recovering . . . Refin- 
ishing (Wrinkles — Hammerloids — 
Enamels) .« . Welding . . . Retyping 
Chrome and Nickel Plating. 














: BUY REX-O-graph 
© for Cleaner... Quicker... 


Modern Fluid 
Duplicating! 


@ Accurate copies of all kinds of work! 

@ Announcements, letters, office forms! 

@ Colors from one Master, one run! 

@ Postcards to 9”x14” size .. . tissue to 
card stock! 

@ Automatic paper centering! 

@ Precision-built, trouble-free! 


MODELS FROM $95 to $865 
(Plus Tox... F. O. B. MILWAUKEE) 


DEALERS: Choice areas open for steady 
profits on equipment and supplies! 


RE X-O- , Me. 


7844 W. Hicks @ Milwaukee 14, Wis. 
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ELECTRIC TYPEWRITER REBUILDING SERVICE 
eel REBUILT ELECTRIC TYPEWRITERS 


NEW OFFICE MACHINES 


Portable Typewriters . . . Adding 


Machines . . . Cashiers. 


PARTS and SUPPLIES 


Replacement Parts (typewriters 
and adding machines) . .. Tools 
- Shop Supplies . . . Ribbons 
- . . Carbon Paper . . 
Office Machine Stands 


Dust Covers. 








For complete —— a 
all supplies and servic 
WRITE FOR FREE CATALOG. #721 








SHIPMAN-WARD MFG. CO. 
Main Office: 325 N. Wells St, Chicago 10, Ill 


BRANCHES AND AGENCIES 
. Bienee-Owe e Crescent Typewriter 


'g. Co. 
425 W. Walnut St. 407 St. Ch 
Springfield, Missouri New Orieane 12, ~ 
e@ Cleveland Typewriter Co. « O’Dennell-B8 
1709 Euclid Ave. 3235 Pawelton Ave. 
Cleveland 15, Ohio Philadelphia 4, Pa. 
e Randmar Platens vo bss Ltd. 
46 St. James St. 
Montreal, Quebec, 




















TOP SHEET OR 
SECOND SHEET 
IS YOUR 
PRINTING PLATE 


Form is completed in 
one writing—and top 
sheet or second sheet 
is your printing plate 
for running off as many 
copies as you require 
on your offset dupli- 
cator or Ozalid ma- 
chine 
Only Replimat One-Wnite System gives you 
these exclusive advantages 
1. Can be folded for mailing 
2. No slip sheeting necessary. Where master 
printing plate sheet is in second position, no 
slip sheeting is necessary since the carbon 
cannot affect or tone the Replimat plate. 
Resists fingerprints 
Eliminates etching 
2-year shelf life guaranteed 
Replimat master can be used on offset dupli- 
cator or Ozalid machine 


We guarantee to reduce your costs 


The Replimat One-Write System is the ideal 
money-saver for food, grocery, liquor and package 
goods order forms; inventory, replacement and 
spare parts sheets; export-import forms etc. 

We also produce marginally punched continuous 
forms, teletype rolls and all business forms 

We will design an operating system to suit your 
needs. 





CALL FOR REPRESENTATIVE TODAY! 


REP LICA CORPORATION 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 





struction. This Seal Tab stencil con- 
struction makes filing easier, because 
the tab is cut beneath the surface, and 
does away with sticking to other filed 
material. 


DESK-FILE CABINET 


Cole Steel Equipment Co., 285 Madison 
Ave., New York 17, N. Y., makes the 
Cole Desk n’ File cabinet which com- 
prises a retractable desk top strong 
enough to hold a typewriter, a safe with 
dial combination lock; file drawers for 
letters, index cards, checks, ete.; sta- 
tionery drawers and book shelves. Two 





doors with lock and key enclose the en 
tire unit which contains a ‘‘complete of 
fice.’’ The retractable desk top slides 
smoothly on ball bearings. Made of heavy 
gauge steel, unit is 31144” wide, 60” high, 
18” deep. In Cole gray baked enamel 
finish, it is $98.75. In grained walnut, 
mahogany or knotty pine finish for use 
in any room or in the home, it is $15 
additional. 
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3-WAY 
ERROR 
CONTROL 


Halts faulty strokes — signals the operator by 
sight. sound, touch. Other Comptometer features 

Direct Action for instant answers and Floating 
Pouch for faster work. Call the Comptometer 
representative for details. 

Electric and non-electric models 

COMPTOMETER ADDING-CALCULATING MACHINES 
are made only by Felt & Tarrant Manufacturing Co., 
and sold exclusively by its Comptometer Division, 
1715 N. Paulina Street, Chicago 22, Ill. Offices in 
principal U.S. cities and throughout the world 











A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 


graphing, perforating, and at- 
taching carbon in one continu- 
ous operation in sizes not over 
814,” wide and 144” long. To 
the best of our knowledge, this 
has never been done before. 


In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1954 simplified 24-page 
priced catalog, “At Your Service.” 


MODERN 
BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 








CLOTHES RACKS 


B. Sane Mfg. Co., 921 Penn Ave., 
Scranton 9, Pa., makes Sane-Bilt Valets 
which can be telescopically assembled 
without nuts, bolts or screws. The 
Model V-12 has 12 spaced coat hangers, 
12 individual hat shelves, 12 non-rust- 
ing aluminum umbrella holders with 
aluminum drip drawers which are easy 














to empty, and shelf for overshoes. Sturdy 
construction of welded tubular furniture 
steel prevents bending or swaying. The 
V-12 is 76” high, 48” long and 16” deep 
at its base; costs $41.30. Available in 
gray, green or brown. The Model V-6 
is similar except that it accommodates 
six persons. Free literature from above 
address shows all items, including wall 
racks, with complete specifications and 
prices, 


DRAPERY FABRIC 


Edwin Raphael Co., Holland, Mich., 
makes drapery material printed on In- 
finity rayon-backed linen in 17 contempo- 
rary designs and 56 color schemes. The 
white rayon backing is woven to the 
linen and has the appearance of a lining. 
Draperies made from this fabrie require 
no lining, hang better and look better 
from outside the window. Cost of lining 
is eliminated and cost of making 
draperies reduced about a third. Re 
tails at about $10 a yard., 51” wide. 
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This new pen without filler-assembly 
is called DUO-CART because of the 
two ink cartridges, one working 

and the other as reserve. 

It was exhibited for the first time at 
the Fiera di Milano during April. 
The modern styled DUO-CART has 
an adjustable feeding system, 

which operates through a variation 
of the rate of the air adduction. 

The nib is of the semi-shielded type 
and is built of 14 carat gold, 

fitted with a pure osmiridium tip. 

It is possible to select from 

a range of 11 tip styles. 

The cap is made of 

18 carat gold plated ZR alloy 

or of a stainless white alloy 

The pen is refilled by an ink cartridge 
plugged into a cartridge holder, 
independent from the external body. 
This holder contains two cartridges 
each of which is used in turn 

by reversing this cartridge assembly. 
The cartridges are made of polithene 
and have an ink capacity 

of 1,300 cm3 each 

An acoustic device gives a constant 
reminder when only one cartridge 
remains in the holder 

ITALIAN PATENT 8108-Patents pending 





AURORA 88 


1, via Arcivescovado-Torino-ltaly 
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New ‘Do-it-yourself’ 


PLASTICO BINDINGS 


Many firms have asked us if it is pos- 
sible to do plastic binding without ma- 
chinery or equipment. The answer is 
“ves, you can ‘do-it-yourself’” . 

if the jobs are limited to small 
quantities. 

“Plastico” Binding licensees can show 
you how to insert “Plastico” binders 
by hand into “Plastico” punched body 
pages and covers without equipment... 
as illustrated above. 


The punching of the blank or printed 


body pages and covers requires the 
skill and experience of trained punch- 
ing machine operators, and should be 
performed by “Plastico” licensees who 
have the specialized power punching 
machines and punching dies for pre- 
cision punching. “Plastico” Binding 
licensees can supply you with the gen- 
uine ‘“‘Plastico” Binders in correct 
Sizes. 

Write for the names and addresses of 
the “Plastico” Binding licensees con- 
veniently located near you. 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 


732 Sherman Street 
Chicago 5, Ill. 


15 West 24th Street 
New York 10, N. Y. 





SORTER 


Associated Industrial Designers, Box 
39652, Los Angeles 39, Calif., makes the 
BB20CC  Sort-O-File for sorting 8”x5” 
cards and forms. It will also handle 
smaller cards and cheeks. Like other 
Sort-O-Files it has upper «nd lower de- 
flectors which keep material in the sorter 
out of the way of papers being inserted. 
Literature on this model, and any other 
of the 30 different models made by this 
firm, is free from above address. 


BANK POSTING MACHINE 


3urroughs Corp., Detroit 32, Mich., 
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makes the Sensimatic F212 bank posting | 
machine which incorporates the features | 


get 
that 
rt) 
done! 


use 


manpower, 
) 

inc. 
for temporary help! , 


@ STENOS / OFFICE HELP 
@ TYPISTS / CALCULATING. 
@ TELEPHONE ANSWERING 
@ DIRECT MAIL 

@ MARKET SURVEYS 

e CAR UNLOADING 

© WAREHOUSING 


Use our employees in your office of ours 
. . for 4 hours... a day . @ week 


or longer. Our employees are tested, bond- 
ed and fully insured. 


38 Branches Coast to Coast 


manpower, 


* ‘ 
ils 


Nation's Largest Complete 


Business Service 





| of Burroughs’ present line of high key 


hy 1/4 MONEY | board machines with the advantages of 


|Sensimatic design. Outstanding advan- 


MA and LABOR tages are automatie check count with a 


i" listing and totalling capacity of four 
with | digits, simplified error correction, sepa- 


a it2@1 10) MTP aai@atte rate listing tape, auditor’s lock on the 


date section and automatic total of ac- 

SPOT CARBONIZING }ecumulated balances. Production figures 
of checks, deposits and active accounts 

OF YOUR OFFICE & BUSINESS Me jare provided automatically. Operator 


| errors are quickly and easily corrected by 








| depressing an error correction key that 
completely reverses the entry and fully 
describes it with only one key depression. 
Form spacing and non-tabulation is pro 
vided from a motor bar which permits 
listing on the tape. The F212 also has 
a rotary calendar date section with 
three quick set dials for months, days 
and years. Operators will like its lighter 


a : ; - motor bar and key depression. In new 
SPOT CARB is applied directly anmiber gray exterior finish of extremely 
to back of each sheet in any size , 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon bars and keys are in a compatible shade 
interleaving. Possibilities of sim- of tan 
plification and savings are prac- 
tically unlimited. Perfect for all TRAINING FILMS 
forms — from small, receipts to , ; 
large accounting forms — single susiness Education Films, 630 9th 
or multiple sets. Our complete Ave., New York 36, N. Y., offers ” free 
plant handles printing, spot car- l6-page catalog briefly describing 160 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet SPOT 
“How to save with SPOT 
CARB.” 


hard enamel, scientifically blended to re- 
duce light reflection and glare. Motor 


and cocoa brown. 


56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and 
free booklet "How to save with SPOT >» 
CARB" 


< 
From the Encyclopaedia Britannica Film 


motion pictures for business teachers 
and training directors. Films are pro- 
duced by Coronet, Encyclopaedia Britan- 
SIGNED .... | nica, Royal Typewriter Co. Gregg, ete., 


ADDRESS 
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--- BECAUSE the biggest name in office equipment has 


made the latest improvements in suspended-folder filing 


This is creating a new turn in buying preferences in favor of 
VERTISWING. So now’s the time for you to stock up and 
throw your full selling weight behind VERTI-SWING while 
you still have the chance to ride the crest of this new wave 
in sales, 


Look at the sales potential in 
these VERTI-SWING features: 
M VERTI-SWING Folders are flexible, durable... 


made from finest quality stock. They cannot slump, 
sag or become disordered. Filed papers always 
remain neatly in place. 

MY VERTI-SWING Folders slide easily on sturdy steel 
frame ... adaptable to any standard file drawer 
Frame is adjustable for snug fit 

WM VERTI-SWING Folders are suspended by rounded 
steel rods that slide smoothly on the frame. Rods 
are sealed firmly into folder; exposed tips are pro- 
tective-coated for maximum safety 

@ VERTI-SWING Celluloid Tabs are always at even 
level, assuring perfect visibility. Tabs can be 
shifted or changed as required. Any indexing sys- 
tem is possible. 


Attention all dealers: For complete details on 


VERTLSWING and all its components, write for Catalog 
No. VS-651, Dept. No. 0-114. 


THe Orrice—November, 1954 





TRADEMARK REGISTERED 


ac-a-desk 


Makes Typing 
Easier, Faster 


Typewriters were built to operate on a solid, 
firm base; any wobble or springiness upsets 
their precise mechanism. Many typewriter 
platforms are worn and wobbly causine skip- 
ping, piling, poor touch and action... in 
many instances, immediately corrected by 
JAC-A-DESK. JAC-A-DESK expands from 
floor to platform, automatically wedge-lock- 
ing into a support as firm and solid as the 
floor itself. Typists love JAC-A-DESK be- 
cause it makes typing less tiring, neater, 
easier... office managers praise 

its economical efficiency. 


JAC-A-DESK 


expands from 
16” to 30” 
—h igh 
enough to 
support stan- 
dard height 
desk leaves. 


Up in a jiffy 
—locks auto- 
matically. 
Non - snag, 
satin-like fin- 
ish. No pro- 
truding locks 
or handles. 


‘495 


COMPLETE 


Sure grip 
rubber ends. 
Easy tostore 


e 








GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
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and average rental charge is $2.50 a day 
for one reel, $3.50 for two reels, $4 for 
three reels. 


STEEL STORAGE FILES 


Dolin Metal Products, Inc., Dept. 
315 Lexington Ave., Brooklyn 16, N. 
makes the 400 Series Steel Transfer Files 
in 65 sizes. These files have 
Dual Vision card holders enabling use of 
either 3” x 2” or 5” x 3” label cards for 
easier identification of files at upper 
locations in high stacks. Files are posi- 
tively interlocked with bolt and nut sup- 
plied, horizontally and vertically. Made 


storage 


of heavy gauge steel, electrically welded 
throughout with reinforced 4%” iron 
front. Two ball bearing rollers ride on 
16-gauge channel tracks for 
level drawer operation. Drawer has re 
inforced, channelled and bottom, 
and positive stop. In addition to the 65 
stock sizes, any custom size is available. 
Illustrated literature 
manual on management is 
from above 


smooth, 


sides 


reference 


free 


and a 
reeords 
address. 


HAND-DRAWN TYPE 

Filmotype Corp., Dept. 09, 60 W. Su- 
perior St., Chicago 10, Ill., announces 
eight new fonts consisting of seven hand- 
lettering styles and a special signs and 
symbols master for the Filmotype photo- 
lettering and type machine. The seven 
hand-lettered faces were designed to 
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An office revolution- 


is going on... Letterex is 
winning over old-fashioned 
carbon paper every day. 


Are you on the winning side? 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW Banka m 10 


portable shredding ana designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


UNREADABLE 
SHREDS COME 
OUT HERE 


44+ SHREDMASTER 
La coficvati n 


A Division of Self Winding Clock Company, Inc. 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 











answer requests of advertisers, art stu- 


dios, printers, advertising agencies, busi 


ness firms and other Filmotype users. In 


cluded are two new scripts, one smartly 
other distinetively tra 
Filmotype is 
casual faces reflecting the latest popular 
trends. In addition, a bold condensed 
Gothic is specifically for impact. 
new hand-lettered fonts supplement more 
than 700 


hand lettering 


modern and the 


ditional. also offering four 


These 


styles and sizes of Filmotype 


and type already in wide 


spread use. The new signs and symbols 


font is a result of extensive use and con 
stant demand for such figures 


cheeks, 


and many 


as arrows, 
hands, circles 
other 


symbols can be instantly produced ready 


stars, telephones, 


frequently reproduced 


for camera. , It means the ease of 
handling 


money for 


same 
work and 
symbols as 


and economy of time, 


these signs and 
with regular Filmotype fonts which come 
and 


indefinitely. 


as ribbons of film, are easy to store 


handle, and can be reused 
Illustrations of the 


abo e 


fonts are free from 
address, 


SIT-DOWN STAND 
Specialty Sales, 
Chicago 22, IIl., 
72-SDS stand for 


which 


Halverson 
Chestnut, 
Model 


eators 


1221 W. 
makes the 
electric 


dupli 


allows operators to either 


sit or stand while working. Designed 


folding 
calculating, 
machines 


to solidly support duplicating, 


binding, billing, stapling, 
dictating 


eollators. the 


and 
smartly 


addressing or 


stand is 


portab le 
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Use only ONE Camera for all these reproduction methods 


- 
Only the flexibility of a ROBERTSON Camera Offset Duplicating 
gives you all these advantages 


Xerographic Processing 
Y Reproduce drawings, illustrations and pictures for most 


types of duplicating Photo Copying 


Cut negative and preparation costs approximately in half 


Produce your own house organs, sales bulletins, adver Enlarging — Reducing 
tising, etc., with ordinary office duplicators 


Copy original art work, tracings, blue prints, etc., up to Blue Print Copying 
twice size, and reduce down to 1/5 size 


Make halftones using either contact or glass screens @ Silk Screen Processing 
Give your copying, reproduction and duplication equip- 
ment a versatility not possible with any other camera ® Mimeographing 





* Send now for further information on either the “320” 
darkroom camera or the “Seventeen” gallery camera and 
prove to yourself how one camera con integrate all of 
your reproduction and duplicating methods. No obligation 


A complete line of photomechanica] equipment 


| obertson ROBERTSON PHOTO-MECHANIX, INC. 


PHOTO-MECHANIX 
3069 ELSTON AVENUE * CHICAGO 18, ILLINOIS 
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JHE REVOLUTIONARY NEW DRAWER ACTION by STEEL AGE 





F you're interested in a quit office . . . a more efficient 
| office . . . here's important news for you! Storage drawers of 
popular Steel Age ‘3000 Line’’ desks are now equipped with 
revolutionary new nylon and Buna ‘'N” rollers which actually cut desk 
drawer noise up to 72%, as proved in actual audio measurement tests. 
After a quarter-of-a-million opening and closing operations— 
the equivalent of 50 years of normal service—durable, 
self-lubricating Steel Age nylon and Buna ‘‘N” rollers 

showed no signs of wear. 

This important development in noise suppression 
is but one of many Steel Age contributions to better 
office management. Call your Steel Age dealer soon. 
His experienced counseling in office planning 
is yours without obligation. 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 


Branch Offices: 
Boston * New York ¢ Philadelphia ¢ Atlanta ¢ Detroit ¢ Chicago ¢ Dallas * Oakland 


Sreel 


The Quality Chorce of 


Vodern Office 
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styled to blend in with any shop or office 
decor. Operators sit with their legs under 
the top as at any desk, for added com- 
fort and greater work efficiency. De- 
tachable right and left receiving trays 
and pull-out shelf at left give extra 
room for stacks of paper and files. 
Smoothly rounded corners for safety 
and appearance. Adjustable legs keep 
the stand even on tilted floors. Liquid- 
resistant gray Hammerloid baked enamel 
finish. Top is 18-gauge steel, sides and 
back are all-welded 20-gauge. Unit is 
2514” high adjustable to 27”, 2914” wide, 
20” deep. Shelf is 12”x1314"; receiving 
trays 9”x12”. Lists at $52.50. 


VALUABLES CHEST 


Schwab Safe Co., Lafayette, Ind., 
makes the Schwab Private Protector 
Home Chest which is guaranteed for 1- 
hour fire protection at 1700°. Inside di- 
mensions are 9144” x 6” x 13”, lined with 
velour. A removable tray is available 


i oo 





! 


at $4.20 extra. Outside dimensions are 
13%” wide, 10%” high and 173%” long, 
finished in smooth gray. Chest is $33.75 
with combination lock; $31.50 with para- 
centric key lock. Shipping weight approx. 
50 Ibs. Illustrated literature from above 
address. 
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ERASERSTIK 


ERASERSTIK is a 
sweetheart .....-- 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERaSERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABE 


pENCIL COMPANY INC. 





R-CASTECE 


NEWARK s Be 


Se al 





© ELECTRIC STAPLER 


Sam Abrams Co., 605 W. Washington 
St., Chicago 6, Ill., makes a high speed, 
electro-magnetic stapler which will staple 
up to 25 sheets and increase production 
50% over hand stapling. It uses a regu- 
lar Pilot stapler and standard strips of 


COAT and HAT RACKS 


Solve all ''wraps'' problems 


























A 4 ft. (S-4CT) Checkerette pro- 
vides ventilated hat shelves and 
either 24 coat hangers or 32 coat 
hooks. A double (D-4CT) Check- 
erette of equal length accommodates 


48 on hangers or 64 on hooks. Both staples. Hand touches the fingertip con- 


can be set-up anywhere or disas- 
sembled in less than a minute with- 
out nuts, bolts or tools, can be stored 
like folding chairs, or will stand rigid 
for years. The double Checkerette 
comes on large casters for easy 
movement when it is assembled. 
Checkerettes can be assembled 
“high” for robes or vestments, “nor- 
mal” for adult wraps or “low” for 
children. Checkerette Wall Racks 
come in 2, 3 and 4 ft. lengths and 
will accommodate up to 12 coats and 
hats per running foot. They are 
mounted on wall at proper heights 
for each age group. 


Write for Bulletin CT-10 
showing these and other 
modern steel wardrobe units. 


VOGEL-PETERSON COMPANY 


The coat rack people 


1127 West 37th Street + Chicago 9, Illinois 
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trol as papers are inserted. Machine has 
operates on 110 vy. AC, is 
equipped with on-off switch and non- 
slip rubber feet. Lists at $75 with single 
head, ($20 extra for double 
Literature from 
dealer territories 


no motor, 


stapling 
head) weighs 10 Ibs. 


ahove address. Some 


open. 


A FORMS MANUAL—— 


of Notes on My Sixth Annual Course 
in Forms Standardization and Design. 


Contains The Seven Steps to Savings, 
The Principles of Forms Design, How 
to Establish a Forms Program, Special- 
ty Forms, How to Buy Forms. 


Brief ° 
$7.50 with 10-day examination privilege 


WESLEY S. CADMUS 


factual ¢ practical 








Box 342B, Unionville, Conn. 
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RECORDS RETENTION SYSTEMS « «~ — 


FREE REFERENCE MANUAL _ 


RECORDs 


This factual “HOW TO", written by Dr. Herman Limberg, the | MANAGEMEN> * 
eminent records management consultant, will prove an invaluable | MONA cmneng 
help in instituting and maintaining a program of scientific record 


keeping. | 
And for REALLY EFFICIENT, | a | 


pee ECONOMICAL STORAGE : 
DOLIN ‘400° SERIES 





Here are space-saving semi-active files gliding 
on high speed ball-bearing rollers. Rugged 
steel construction with dual-vision label holders. 
Sound systems require the safety of DOLIN 
400" Series. 


Clip This Ad to Your Letterhead or WRITE DEPT. B 


DOLIN METAL PRODUCTS, Inc: 


“315 Lexington Ave., B’klyn 16, N. Y. 








@ This ingenious Wall Rack takes papers off crowded 

desks—and puts them on the wall within reach of 
everyone. Use in any office to hold books or papers 
frequently referred to. Indispensable in Mailing Room 
for assembling incoming, outgoing or inter-office mail. 
Also ideal as display for merchandise, or advertising 
literature. 
All aluminum, Evans WALL RACK fastens securely to 
an otherwise unused wall. Light weight, yet durable, 
holds over 40 Ibs. Comes complete with double hang- 
ing frame and drive nails. 

6-Section size j 

12-Section size . WALL- RACK 

Made by the Makers of the Famous 
Evans GATHERING RACKS { 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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Check the MODEL 500 


New A-DRESS-R 
5” i 





WITH 
AUTOMATIC 
PLATE FEED 


Uses metal plates that change automatically. 
Feed hopper capacity 150 plates. 

Prints thru a ribbon in consecutive or repeat 
impressions. 

Skipper provides for selective addressing. 
Makes clear carbon copies. 

Takes any size sheet up to 14" x 17". 

Listing table can be used. 

Speed up to 1200 I.P.H. 

Embossed plates only 5c each. 48 hour mail 
order service. 


NETTLE MANUFACTURING CO. 
27 Huntington Ave. * Boston 16, Mass. 
Dealers in principal cities. Send for Circular ‘E’ and 
Free 10-Day Trial Offer. 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware- 
house shelving needs. 16 gauge 
""Twin-Post’’ corners are actu- 
| ally 2 posts with 3 strong cor- 
ners . . . shelves fit tightly, 
J everything stays in line. Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
able in a wide range of sizes. 


See your office supply dealer 
or write us for spec tions. 


EUBAUER MFC. CO. 


Minneepelis 16, Minn. 














2013 Centre! Ave. 











Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
Bookkeeping 
Machines 


For full 
information write: 

DUPLI-TYPER CO. 
456 Fourth Avenue, New York 16, 











This is wonderful ! 


A simple, yet efficient key control system. 
Write for free catalog 0-13 
P. ©. Moore, Inc. 
300 4th Avenue, New York 10, N. Y. 


TELKEE © 
Moore Key.Control Y, 
Cobinets. System Ports 


Wustrated Instructions 
FOR FILING AND CONTROLLING KEYS 
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Always One Slip... 





MAGNETIC CLIP 


Engineered Products Co., 129 Smith so criminologists say. In that 
St., Flint 4, Mich., makes the Magna- field perhaps but in a certain 
Clip which attaches itself to any ferrous oe ' 
metal surface, with a 6-lb, holding power. carbon paper... never: 
It allows forms or other papers to be 
attached to steel equipment, desks, ma- Silver Eagle, the carbon paper 
chines, ete. Magna-Clip is made of non- extraordinary, has a specially 
rustable, bright aluminum alloy 1%” by tooatedl ali leis ‘li - 
214”. The surface lends itself well to — ae + 3 + Cee 
lithographed imprint for advertising pur- nating the costly and exasper 
poses, or company name. ating misaligning of carbon 
copies. 

ERASING SHIELD 

F. W. Radel Co., 249 High St., New- And factually speaking, this 
ark 2, N. J., offers the Typerase Shield processed - back carbon will 
for protecting carbon paper and carbon ne seek wens anid 
copies when making typewriter erasures. es a ee on rt 
This shield lengthens the life of carbon wear! Any cost-conscious buyer 
is welcome to test the item . 
free samples will be cheerfully 
sent, without obligation, of 
course, 


Just clip this ad to your letter- 
head and we'll do the rest. 


U. S. CARBON & RIBBON MFG. CO. Inc. 


621-623 Cherry S*., Philadelphia 6, Pa. 
Established 1895 
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NEW!—a source of 
UNLIMITED 
INFORMATION 
on 


Punched Card 
Machine Accounting 


New directory 
lists nearly 

1500 individuals 
you may contact 
for ideas 

and information 
to fit your 
specific needs. 
Cross-indexed by 
type of business 
and types of 


procedures used. 

This special directory section is included with 
more than 200 pages of general interest mate- 
rial in VOLUME THREE of THE PUNCHED CARD 
ANNUAL—o “must” for every tab supervisor or 
anyone interested in punched card applications. 


Examine FREE for 10 days 


If you ore completely satisfied OK 
our bill for $6.00, plus postage. We 


Tae Poy postage if payment is enclosed. 
aa TODAY 
The Punched Card 


502 Maccabees Bidg., Detroit 2, Mich. 





NAME 





TITLE 





COMPANY 





ADDRESS 





CITY 
Bill me TF 


STATE 
Check enc. [J 





Bill my company [1] 











198 


paper and prevents it being creased or 
wrinkled when erasing. Shield is quickly 
inserted and time. 
Shield’s shape protects multiple copies 


removed to save 
from being smudged and eliminates the 
practice of inserting slips of paper be- 
tween copies. It 
the shield’s hard, flat surface than on 
the typewriter platen, and cleaner 
erasures result. Typerase Shields 
35e each, less for a dozen or more. 


SPIRIT MASTER UNIT 
Curtis-Young Corp., 110 West 18th St., 
New York 1], N. Y., announces their 
Nevatouch spirit master unit which keeps 
the hands of executive, typist and dupli- 
cator operator, clean. 


is easier to erase on 


are 


Spirit carbon is 
centered in a protected position on the 
backing sheet with clean handling bor- 
der on all four Hands 
touch inky edges. 


sides. cannot 
Iixecutives can sign 
the master without. soiling their hands. 
The special backing assures production 
of sharp, legible masters. Seal-Fast coat- 
ing makes corrections and erasures sim- 








“Gad! The O*sutr 1-for-All Ball Point Refill 
does write one mile!” 
e REDUCES INVENTORY 


e INCREASES SALES 
and PROFITS 


Fits Most Ball Point 


Pens! U fs 


from YOUR STATIONER 


i by The FISHER PEN COMPANY. Chicago 13, IL 


AS ADVERTISED IN 





Order 


i) 
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ple. Backing sheet has forms foldover Mdmar handle. This eliminates the con- 
cover; keeps master clean when filed fusion of many stamps since the In- 
and ready for immediate reuse. Free jector slides can: be stored neatly in 


sample and prices from above address. Ininimum spaee, Kkach one is clearly 


marked for instant visual identification 

MULTIPLE RUBBER STAMPS When the user wants to use a stamp, 
he merely selects the Injector slide he 

Bankers & Merchants, Inc., 3229 N. needs and slides it into the handle. From 
Sheffield Ave., Chicago 13, Ill, makes then on, the Edmar Stamp is handled like 
Edmar Injector handstamps which are any ordinary rubber stamp. Handles 
composed of two separate parts. The are beautifully made of high-impact 
user can have a complete assortment of — polystyrene and the Injector slides them 
Injector slides which are used with the selves are carefully constructed of finest 


fin Rei Quick opening! 


ENOL 


(fi WQS cies 





\ rhe quicker the morning mail is opened, 
ie the sooner the day’s work can get under way. 
A Pitney-Bowes MailOpener...much faster than the manual 
slitting open of mail...saves time for every one in the office... many 
valuable morning minutes. 
This electric model opens a whole morning’s mail in a jiffy... 
thin envelopes or fat...tough kraft or flimsy tissue... any size...any 
kind. Safely trims off a hairline edge as fast as you feed it with 
envelopes. There’s a Pitney-Bowes MailOpener, hand or electric, for 
every office, large or small. Ask your nearest PB office to demonstrate, 
or write for free, illustrated booklet. 
PITNEY-BOWES, INC., 3484 Pacific Street, Stamford, Conn. 
Originators of the postage meter. 


94 offices in U. S. and Canada PITNEY- BOWES 


FREE: Handy chart of postal rates 


with parcel post map and zone finder. MA | LOPEN ER 
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SEL ALE LOO IF 4 


3x5 
4x 6 BLS 
5x8 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 
fortable sitting or standing height. 

Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surface workboard for posting. Avail- 
able in varied capacities. Send for complete information 
including name of local TAB representative. 


TAB PRODUCTS CO. 57 /est sue 


San Francisco 4 California 











e PROMPT 
—s <—we DELIVERY 
OUTSTRETCH... OUTLAST.. “OUTSELL . ALL OTHERS 
Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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rubber, perfectly 
polystyrene 
manufacturer, 


bonded to a colored | 
According the 
than 2000 stock | 


base. to 


more 





stamps are available for use with this 
Edmar equipment. Complete 
tion from above address, 


informa 


PERSPECTIVE PAPER 

Anton Muller, Postfach 11, 
Augsburg 3, West Germany, makes paral- 
lel-perspective (isometric) drawing 


Verlag 








y 


paper in sheets and pads. White sheets 
are printed with orange grille containing 


vertical, 7° and 42° angle lines for me- 





THe Orrice—November, 1954 


STOP STATIC ELEC 


GUARANTEED! 
USED REGULARLY IN THE LARGEST Vg 
PLANTS IN THE NATION 
$3.00 per con $30.00 per cose 


EVEL GL! 


STATIKIL 


st ay 

ttov 
Kr 

we 


1220 WEST 6th ST 
CLEVELAND 13. OHIO 
A DIVISION OF THE J. —. DOYIECO. «¢ 


tablished 1914 





@ Book KEEPING 
@ CALCULATING 


| @ AccOUNTING#e 


ts 


repaired or re- 
conditioned. Write for 
current prices. 
‘ 350 BROADWAY, NEW YORK 13, N.Y. 
’ Since 1927 WO 4-1240* cable: Hodgmech 





STANDARD Form 13 


Telephone MESSAGE PAD 


A real Time Saver for 
“Leave Word" messages. 


The Telephone Operator’s Helper. Errors Avoided 
“WRITE IT” Don’t Miss A Call 


5000 Sheets $765 1000 Sheets $ | 95 


In Pads of 100 Write for Samples 





STANDARD PRINTING CO. 
1329 Lake St. Pittsburgh 33, Pa. 
CEdar 1-1578 


SAVE ON OFFICE SUPPLIES 


Sold by mail on money back fo RUreigelah ia: 


® Lower prices *& Free premiums 


® Free delive ry plan 


* Prompt customer service 


Free ilo 
ri 10g 


CONSOLIDATED OFFICE SUPPLY CO 
711-0 South Dearborn Street 
Chicago 5, Illinois 


ay 








THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 


No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 
faster and more accurately, 
with a Pres-to-line, It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line's always ready when 
it's needed to hold a single sheet 
or a catalog in correct reading 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- 
lines at just a few typ- 

ing stations and you'll see 

why it's preferred in the 
country's largest offices. 

Write for illustrated 

literature and local ¥ 
distributor's name. 
PRES-TO-LINE 

CORPORATION OF AMERICA 
2339 Cotner Ave., Los Angeles 64, Calif. 





202 


chanical drawings in parallel perspective. 
Free samples and prices from above ad 
dress. 


ACOUSTICAL TILE 


Simpson Logging Co., 1065 Stuart 
Building, Seattle 1, Wash., makes Fore 
stone, a fissured woodfiber tile costing up 
to 35% Jess installed than fissured min- 
eral tile. Made in 12” square units, 4” 
thick, with square or beveled edges, Fore- 
stone is attractive and easy to install by 


all usual methods. Its noise reduction 
coefficient is equivalent to fissured min- 
eral or perforated fiber tile of equal 
thickness. The soft white finish is flame 
resistant and washable. It can be re- 
painted without appreciable loss of effici- 
ency. Free literature from above ad- 


dress, 


PERSONNEL MATERIALS 

Research Institute, 57 W. 
Grand Ave., Chicago 10, IIL, offers a 
free catalog of personnel materials for 
business and industrial use. Personnel 
men will find the items in it helpful in 
selecting better increasing 
employee performance, choosing employ- 


Science 


employees, 


ees for promotion and reducing employee 
turnover. Included are general person- 
nel tests, as well as specialized tests for 
clerical, office and factory employees. The 
SRA Employee Inventory is a morale 
survey measuring the feelings of em- 
ployees about their jobs, their pay and 
the company they work for. 
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SYSTEMATIZE EVERY DESK 


nth te new XU} ta? 


Reg. U.S. Pat. Off 


Amazing one unit memo” 
organizer “never forgets 
to remember.’ 


One Expaditer replaces all slips of paper | 


cluttering the desk. Organizes important 
memos and notes in one place. Speeds work! 
Saves time! Unit holds 400 slit-apart 
memos, perforated at top—up to a half- 
year’s supply. Saves wasteful use of costly 
stationery and forms for memos. Pays for 
itself by promoting efficiency. Put an 
> ata on every desk and see for your- 
self! 

Only $8.10 per doz. (minimum order) 

Send No Money! We'll Bill You! 

SAT 4 ACTION ASSURED 
Exclusively Sold B (Est, 1937) 
GOODYEAR PRINTING & STATIONERY CO. 
270 Lafayette St., Dept. TF-11, N. Y. 12, N. Y. 


N EW! Pell! 


1250*-1300-2066 
Mulftilith 
Outlast many rubber feed rolls. 
Excellent register on any stock. 
mr Bis f 


Once installed no further adjustment needed 
regardless of weight or finish of stock. No 
swelling on ends, causing paper to feed 
crooked into grippers. Less tendency to pick 
ink and offset work and turn jobs. Machined 
to close tolerance that never changes with 
storage in comparison to shrinkage and ex- 
pansion of rubber. Press tested for past year. 
End your feed roll troubles. . . 
Write for Details! 10 Days FREE TRIAL 
* Specify if your machine has 1 or 
3 feeler fingers for sheet trip. 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Calif. 





KEEP CONFIDENTIAL 
INFORMATION... . 
2. ° ° 


"*SECRET SPOT" 
DESENSITIZED CARBON PAPER 


NOW ... a carbon paper with de- 
sensitized areas which can be easily 
incorporated into YOUR business 
forms. "Secret Spot'’ eliminates con- 
fidential or superfluous information 
from selected copies. Positive, accur- 
ate deletion... no markings carry 
through. "Secret Spot’ can be 
applied anywhere on the form, in 
spots of any desired shape, size or 
number... Here is another American 
Lithofold PLUS factor that will in- 
sure additional economies in your 
business form procedures. 


Available in Lithostrip and Lithoset. 
Write Today for Free Samples. 
AMERICAN LITHOFOCD 


pofat 
5 BITINER ST 











SAVE TIME - MONEY 


Use Atlas 
Complete Vertical Filing Systems 


© NEGATIVES 

© OFFSET PLATES 
© STENCILS 

© X-RAYS 

© ART WORK 

© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 


NEGA-PLATE HANGER ,°¢,0°tented 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 
Cleveland 10, Ohio 
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LOMA Officers 


Gerald L. Soelter, secretary, South- 
western Life Insurance Co., Dallas, was 
elected president of Life Office Manage- 
ment Assn. at its annual conference. 
Warren J. Moore, vice president, Old 
Line Life Insurance Co. of America, Mil- 
waukee, is Ist vice president. J. Howard 
Ditman, president and controller, 
New York Life Insurance Co., is 2nd vice 
president. Three new members’ were 
elected to the LOMA board of directors; 
Harry L. Archey Jr., secretary, Fidelity 
Mutual Life Insurance Co., Philadelphia; 
C. A. Coleman, assistant secretary, Jef- 
ferson Standard Life Insurance Co., 
Greensboro, N. C.; Hess T. Sears, as- 
sistant vice president, Equitable Life In- 
surance Co. of Iowa, Des Moines. J. L. 
Batchler, vice president and secretary, 
Kansas City Life Insurance was 
asked to remain an additional year on 
the board to complete the unexpired term 
of Harry H. Allen who retired. 


vice 


Co., 


OMAC 1955 Seminar-Exhibit 


The dates for the 13th annual Manage- 
ment Seminar and Business Show, spon- 
sored by the Office Management Assn. 
of Chicago in conjunction with North- 
western University, were announced by 
Alfred H. Dorstewitz, general chairman. 
The two events will begin Feb. 28. The 
seminar meetings will continue for three 
days while the business show will run 
four days. All activities will be in the 
Conrad Hilton Hotel, Chicago. Last 
year the combined exhibition and ses- 
sions attracted over 35,000 office execu- 
tives from the U. 8., Canada and Europe. 
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S. Calif. Business Show 


The 8th annual Southern California 
Business Show will be held by the Na 
tional Assn. of Cost Accountants at the 
Los Angeles Biltmore Hotel, April 12- 
15. Robert G. Chapman is general chair- 
man. Information from NACA at 731 8. 
Spring St., Los Angeles 14. 


R. R. Systems Men to Meet 


Th» Railway ‘Systems & 
Assn. will hold a three-day meeting at 
the Morrison Hotel, Chicago, Nov. 16-18. 
The main problem to be discussed is the 
control of freight cars. Railroaders will 
be joined by experts in other fields such 
as clerical management, communications 
computers, etc. Details from J. W. 
Milliken, Box 514, New York 8. 


Procedures 


U. of C. Management Course 


The University of California will hold 
its first engineering and management 
course Jan. 31-Feb. 11, according to 
Ralph M. Barnes, professor of engineer 
ing and business administration. Fee of 
$300 includes all texts, ten lunches and 
three dinners. Literature Prof. 
Edward P. Coleman, 4173E Engineering 
Bldg., University of California, 
Angeles 24. 


from 


Los 


Maryland Conference 


The University of Maryland will hold 
its 7th Annual Office Management 
Training Conference on Nov. 11-13. Tech 
nical sessions are scheduled on work sim- 
plification principles, office systems and 
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Tats mw 4-10] 0 hi ‘series ‘|, 


'GRADE “‘A”’ 


/ 


OFFICE 


WRITE now—RIGHT now! Literature available. 
At your friendly stationer and office equipment dealer 


Sec Ouai, 
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Is The Gombi 


You 


Thes 


Revolutionize 


Will 


7 That 
nation, I : 


I 


7 oe pin? 
1" Record -Keepivs 


Dicesuds are made to be kept—not 


just any old way, but neatly, accessibly, systematically, safely. The one 


sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
It saves time, 


system, proper sequence. 


temper and money. 
Acco-binding can be used in every de- 
partment of your business—for temporary 


All good stationers have Accobind Folders and 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that ‘““ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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procedures, record keeping know-how, 
integrated data processing, and good 
office leadership—through cooperation of 
Area 3, National Office Management 
Applications to Arthur S. Patrick, 
Office Techniques & Management Dept., 
College of Business & Public Administra- 
tion, University of Maryland, College 


Park, Md. 


Assn. 


Milwaukee Records Group 


The Management Assn. of 
Milwaukee has elected the following of- 
Rae Whitcomb, president; Elsie 
Matthews, vice president; Ruth Guman, 
recording secretary; Marie Koenings, 
corresponding secretary; Catherine Hal- 
laday, treasurer; Edith Tilton and Elea- 
Scislowski, 


Records 


ficers: 


committee. 
They hope to attract more male mem- 
their for the 
Records managers and file super 
information from the 


544, Milwaukee 1. 


nore advisory 


bers with program vear 
nuhead, 
Visors can obtain 


association at Box 


NABAC Assistant Secretary 


The board of the National 
Assn. of Bank Auditors & Controllers 
has appointed Harry E. Mertz assistant 
executive secretary, according to 
NABAC’s president Ira C. Chaney, audi 
tor, Crocker First National Bank, San 
Mr. Mertz will assist the as- 
sociation’s executive secretary, Darrell 
R. Cochard, in administrative duties. In 
addition, he will continue to. direct 
NABAC’s technical division activities, 


executive 


Franciseo. 


Employee Benefit Plan 


The Philabank Plan to provide retire 
inent pensions, widows’ pensions, death 
and disability benefits for employees of 
financial institutions, was announced by 
the Philadelphia National Bank and 
Mutual Life Insurance Co. of New York. 
Designed to allow large and small finan- 
cial firms to compete for desirable em- 
ployees, it combines advantages of both 
Descriptive 

National 


trusteed and insured plans. 
booklet from Philadelphia 
sank, Philadelphia 1, Pa. 
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National Conference 
& Exhibit Calendar 


Industrial Management Society Time & 
Motion Clinic, Sherman Hotel, Chi- 
cago, Nov. 10-12. 

Railway Systems & Procedures Assn. 
Morrison Hotel, Chicago, Nov. 16-18. 
Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 

28-March 3. 

National Office Furniture Assn. 
Hilton Hotel, Mareh 20-23. 

Southern California Business Show, Bilt 
more Hotel, Los Angeles, April 12-15, 

New York Stationery Show, New Yorker 
Hotel, New York, May 15-20. 

National Office Management Assn. Royal 
York Hotel, Toronto, May 22-26. 

National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 19-23, 

Nationai Assn. of Bank Auditors & Con- 
trollers, Denver, Oct. 9-13. 


Conrad 


Records Seminar 


Records Controls, Inc., 209 S. LaSalle 
St., Chicago 4, will sponsor an adminis- 
tration seminar for records consultants 
and executives, office managers, file su- 
pervisors, and methods men, Nov. 15-19 
at the Palmer House, Chicago. It will 
cover the scientific fundamentals of 
records administration, ineluding con- 
trol of records, selection and training of 
personnel, surveys and analyses of files, 
handling of old records, and the relation 
of electronics to record keeping. In addi 
tion to the staff of Record Controls, 
speakers will include Jack Crowley, Pull 
man Co. on forms controls; Dr. Margaret 
Frank, Veterans Administration, on psy- 
chology of handling people; Wilder Mor- 
rison, Butler Bros., on selection, induc 
tion and training of personnel; A. M. 
Weinrich, Lumbermen’s Mutual Casualty 
Co., on work production and quality 
records in a file room; J. P. Eager, Re 
cordak Corp., on new developments in 
microfilming; Trusten Lee, General 
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INCREASE PROFITS — 


with Top Quality 


1\ I} \\ UNDER-COUNTER 


CASH DRAWERS 


SELL ON SIGHT! 


3 MODELS 
MEET ALL REQUIREMENTS 


Easy to install in new 
or present equipment. 


LE 


Lite, 
eet hn 


MODEL R-1 


With REMOVABLE METAL LS 
MONEY TRAY with Lock-on Lid. “YY 


6 coin compartments, 3 currency compart- 
ments and | ticket compartment with hinged 
bill weights. Natural 


Gray exterior finish (specify). List $44-5° 


Extra trays available at additional cost. 


MODEL V-1 5 coin, 5 currency compart- 
ments with bill weights. Natural (Basswood) 
or Office Gray finish (specify). List $26.50 
MODEL G-1 De luxe Model usually used 


as bank drawer. Lower drawer has 10 currency 
compartments. Sliding tray has 10 coin tills. 
Interior — smooth lacquer finish. Exterior — 
Natural lacquer (Basswood). List $68.75 

All prices f.0.b. Shelbyville, Ind. 

Full dealer discount — Write 


INDIANA CASH DRAWER CO. 
P.O. BOX 236-8 
Shelbyville, Indiana 


} ment 


Basswood) or Office | 


| Suggestion Program 


| Services Administration, on the Govern- 


ment’s old records—their care, reten- 
tion and destruction; and Dr. Herbert 
Brayer on electronics as related to record 
keeping. 


To Promote Handwriting 


An educational program to promote the 
teaching of handwriting in the country’s 
schools will be undertaken by the Foun- 
tain Pen & Mechanical Pencil Manufac- 
turers’ Assn. The business in 
money 


loss to 


time and because of illegible 
handwriting on forms, work tickets, ete., 
is estimated to be tremendous. Some 
firms have found it necessary to conduct 
their own 


ployees. 


handwriting classes for em- 


OMAC Honors Ken Moore 


Kenneth W. Moore, president, 
Chicago Title & Trust Co., was pre- 
sented with a paid-up lifetime member 
ship in the Office Management Assn. of 
Chicago. This unprecedented action was 
taken in recognition of the tremendous 
contribution which Mr. Moore has made. 
In addition to working in the field of 
office management for more than 25 
years, he has been very active in pro- 
moting the profession of office manage- 
through 
both on the 


vice 


association 
local and 


membership 
national levels. 


(Continued from page 98) 


_ installed. (3) Use additional sheets of 
| paper 


and include drawings or pic- 
tures as necessary. (4) Place sugges- 
tion in the suggestion box or mail it to 


| the suggestion committee. Title or sub- 


ject of suggestion comes next, then the 
date submitted. 14 lines are allowed 


| (additional paper, if necessary) for the 


explanation of the proposed idea fol- 
lowed by “This suggestion will apply in 


| (give shop, office or other loeation).” 


The employee then fills in by checking a 
box to show if it will save time, ma- 
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terial, space; improve methods, improve 
safety or simplify work or (give other 
reasons, if any.) 

Under the legend “I hereby agree 
that the use of this suggestion by the 


United States shall not form the basis | 
of a further claim of any nature upon | 
the United States by me, my heirs, or | 


assigns,” the signature of the suggester 
is written in with the date submitted. 
Cheek or badge no., Grade or Rating, 
Shop, Office or Dept., Phone No., Name 
of Supervisor and Phone No. are added 
to aid in identification. Space left for 
the number of the suggestion is not 
filled out by the participant but left for 
the committee to insert. 

The sentence “Do you wish to have 
your suggestion identified by number 
only during its processing?” with a 
box for yes or no is last. For reasons 
of his own, the employee may wish to 
be anonymous during judging. Per- 
forated on the bottom is a suggestion 
acknowledgment, to be torn off and 
returned to the one sending in the idea. 
A printed form says “Thank you for 
your suggestion. It has been assigned 


No. ???. It will be given careful econ- | 


sideration and the results of its in- 
vestigation will be reported to you. 
Your interest in presenting an idea to 
build a better Navy is appreciated.” 
It is signed by the executive secretary 
of the suggestion committee when 
acknowledged. The lower left-hand 
corner of the form shows To: with a 
three line space for addressee. 

Armed with an idea, the employee 
has no difficulty in filling out the nee- 
essary information. The reverse side 
of the sheet of paper exhorts “How to 
Submit a Beneficial Suggestion. As a 
member of the Navy family you have 
a voice in its operation—an oppor- 
tunity to earn recognition as a con- 
structive thinker and to receive cash 
awards for useful suggestions. The sug- 
gestion form on the back of this sheet 
is provided to help you tell a com- 
plete story about your suggestion. Here 
are a few additional hints and some of 
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HOW TO 
INCREASE 
YOUR 
PROFITS 


...Without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 








S FORMS | 


TELEPHONE 
RI-5816 


139A Howell St.Dallas,Texas 
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MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM-5 P.M. 


Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 











Box 19, Route 4 Elkridge 27, Maryland 
PROBLEMS 
SOLVED 


1. Safeguarding privacy. 


2. Quieting the office. 
3. Better hearing—noisy 
places. 

HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Rm. 710, New York 16 











Complete plants for the 
manufacture of 





CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS 


Manufacturing 
information and 
formulas 
furnished. 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 




















SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bogs For Your 
Select Clientele 
wert FOO CreC ULAR 


CAN-PROG,.. 


328 MewnUIAMS $F 
FOND OY LAC wis 


the rules you should know: 

1. A suggestion proposes an im- 
provement in our operations by lo- 
cating a problem and recommending a 
solution. It may change the way things 
are done and propose a new method or 
a new application of an old idea. Merely 
pointing out a difficulty or shortcoming 
without providing an answer is not a 
suggestion. Neither is a proposal in 
routine maintenance or everyday fune- 
tions, such as, repairing linoleum, keep- 
ing aisles clear, cleaning lights, order 
ing supplies, etc., unless it proposes a 
change in the operations or the physical 
facilities. 

2. Suggestions that will ecnange op- 
erations in any of the areas shown be- 
low are particularly welcome and_ will 
receive careful investigation into their 
local applications and Navy-wide use- 
fulness. 


IMPROVING DEVISING 
Service to fleet New tools 
Quality of product New equipment 
Methods New machines 
Procedures New methods 


Tools and machines New processes 


Equipment New applications of old ideas 
Protection of property 

Safety 

Working conditions 

Employee morale 


SAVING COMBINING 
Manpower Operations 
Money Procedures 
Material Materials 
Time Methods 
Space Records 
Reports 


ELIMINATING 

Unnecessary work 

Duplication 

Operations 

Breakage 

Waste 

Fire, health & accident hazards 


3. If you need help in preparing 
your suggestion, see your supervisor or 
a member of the suggestion committee. 

4. To receive award consideration 


| your suggestion must be submitted in 


writing—preferably before adoption or 
within six months after adoption. 
5. Explain your suggestion clearly 


/ and completely. Be sure to sign and 


date it and also indicate whether or not 
you desire to have it identified by “num- 
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GO PLACES with Waldon Roterts Enonann 


guid Know about 
we EXICD “2S 


With Mexican color and grandeur ee SS ee 

there’s also tradition—and this in- 

cludes erasing! Mexicans and people the world over who insist 
upon cleanest, fastest erasing, create the universal demand for 
Weldon Roberts Erasers which Correct Mistakes In Any Language. 
These finest, most uniform erasers are made in STYLES, SIZES and 
TEXTURES for your erasing requirements. Ask your dealer. 


WELDON ROBERTS RUBBER CO., 365 Sixth Ave., Newark 7, N. J. 
World's Foremost Eraser Specialists 


<4 JET ERASER 


Convenient, cylindrical stick eraser 
in attractive, transparent plastic Waldon RoSels 
holder. Tip unscrews so eraser stick 

can be moved outward. Red rubber Enohmus 

for pencil erasing, gray rubber for 

ink. Pocket clip style for general * * 

use. Brush whisk style for typists. Correct Mistakes in Any Language 
Refills. Tops for typing, accounting, FRR sisteiaiill 
drafting and professional use. eatin 





reduce MAILING COSTS in YOUR office! 


If your office isn’t a “one typewriter’ office, 
it shouldn't be a “one scale’’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
zs we purpose—the new one pound accurate 
_S lend 25 94° teh N-1 PRINCESS showing exact postage 
—for all classes including for first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 Ib. or 5 lb. 
capacity with dial showing exact weights for all classes of mail W} Princess eaty 4° 
including parcel post by zones—larger Y-Line Scales with ca- 95 tat 
pacities up to 50 lbs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '2°<"%,,80~" 
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You can label ANYTHING 


WITH ge) Bo) > 


Anything in the office, | 
can | 


factory or home, 
be labeled quickly and 


neatly with HOL-DEX | 
They 


label 


stick to 


holders 


any surface, 


| 
permanently or tempo- 


without mar- 
Made in 6” 
and 8 

colors. 


ray ily, 
ring 
lengths 
parent 

heights: 1”, %” 


2 
o 


size required. One 6” 


length makes 
length label holders. 


At your 


samples. 


Cel-U-Dex Corp. 
1 Main St., Brooklyn 1, N.Y. 


ZIP-O-RITER 
Addresses Directly 


from Card 
Files 


Five 
times 
faster 

than 


typing! 


Addresses any form, envelopes or carton | | 
without plates, ink or costly machines. | 
Anyone can use the Zip-O-Riter which | 


prevents copying errors. It's fast, ac- 


ture and prices. 


ZIP-O-RITER CO. 


3046 So. Flamingo, Denver 20, Colo. 





trans- | 


and | 
%”, can be cut to any | 


| 
3 usual | 


stationers or | 
write for information and | 








Now's the Time for the 


SANE - BILT 


Model V-6 provides six spaced 
coat hangers, hat shelves and 
aluminum umbrella holders 
with non-rust removable drip 
drawers. Solid welded steel 
construction, unit cannot bend 
or sway. Telescopically 
assembled in 30 seconds. 
Model V-12 is similar (for 

12 persons) and has shelf 

for overshoes. 


Write for illustrated litera- 
ture showing complete line. 


B. SANE MFG. CO., Inc. 


921 Penn Ave., Scranton 9, Pa. 














FORCE: : 
NUMBERING 
MACHINE 


| | Fast-selling ... 


profitable ... 
time-saving 
numbering 
machine. Write 


| | for price lists 
curate and economical. Write for litera- 


t 


| and catalog. 


WM. A FORCE 


HOLS AVENUE Be 
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ber only” during its processing. 

Your suggestion will receive three 
award considerations: First, for its 
local application—if adopted, you will 
receive an initial award. Second, for 
its wider application in Navy—an ad- 
ditional award will be granted for Bu- 
reau or Navy-wide adoption. Third, for 
its application elsewhere in the De- 
partment of Defense, for which you 
may receive another additional award.” 
The end of the form says “The com- 
bined thinking of all Navy Employees 
will keep Navy strong—Submit your 
Beneficial Suggestion—Today !” 

In the Navy Beneficial Suggestions 
Digest published bi-monthly by the Of- 
fice of Industrial Relations, Navy De- 
partment, Washington, D. C., it is 
stated “The goal of the Digest is to 
make possible the maximam applice- 
tion of all improvement ideas regard- 
less of their place of origin. This will 
insure the greatest return in economy 
and efficiency of operations per dollar 
expended in the suggestion program.” 
The index lists suggestions involving 
Aircraft Maintenance down through the 
alphabet to Work Request Practices. At 
the bottom of each page we find: 
“Credit, please! When suggestions are 
adopted direct from the Digest, please 
notify Code 230, Office of Industrial 
Relations, so that the suggester may re- 
ceive full credit and consideration for 
his idea.” 

So whether the suggester finds his 
inspiration from the Navy posters il- 
lustrating basketball’s five and _ their 
goal (the five Naval activities awarding 
the most suggestions), a similar pic- 
torial football event or the Naval Gun 
Factory’s heroine Iva Fine Idea who 
explains how to speed up production, 
it doesn’t matter. What counts is that 
everybody gains when improved ways 
of doing things are brought to light: 
The Navy realizes cash or time sav- 
ings; the employee feels he is an active 
participant in his job and not just in 
a rut, and the taxpayer’s burden is that 
much lighter. 
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GENERAL 





ie 
Snap-i-Set 


Is Anxious to Serve 
You Sir! 




















SEND US YOUR 
Inquiries and Orders 
For Lithographed 
One-Time Carbon 


Business Forms 
KK «x 
Guaranteed 


Quality—Service 
Economy 


General Multi Forms 


Sales Company 


Post Office Box 1094 
Nashville, Tenn. 


Write For Our New 
Catalog Today 








Record NSOEA Convention 

The National Sta- 
tionery & Office 
Equipment Assn, 
celebrated its 50th 
anniversary with 
an annual conven- 
tion in Chicago in 
September that 
marked the dy- 
namie progress of 
the organization 
with numerous all- 
time high records. Registrations from 
3,000 members and member company 
representatives were augmented by fully 
7,000 additional attendees at the conven- 
tion and exhibition. The latter, occupy 
ing the main exhibition hall of the Con 
rad Hilton Hotel and three additional 
floors, housed exhibits of some 400 manu- 
facturers. Products exhibited represented 


Leonard Wilcox 


the widest possible cross section of the 
industry’s merchandise. Leonard Wilcox 
of Roberts Printing & Stationery Co., 
Hutchinson, Kans., was elected president. 


Ditto British Subsidiary 


Ditto (‘Britain) 
Limited kas been 
established as a 
wholly-owned — sub- 
sidiary of Ditto, 
Ine., in Great Brit 
ain with headquar- 
ters in London. Any 
Ditto dealer, wher- 
ever located, will 
be able to purchase 
from either Ditto, 
Inc., in Chicago or Ditto (Britain) 
Limited in London at any time. Sup 


R. D. Keniston 


214 


plies are now available from London and 
machines will become available from 
there in the Spring. Purchases made from 
London will be billed and payable in Eng 
lish Pounds. R. D. Keniston, managing 
director of the British subsidiary, has 
had long experience with Ditto in Great 
Britain. 


Lamb Electric Co. Officers 


Election of Rich- 
ard J. Lamb to 
chairman of the 
board, Clyde F. 
Curtis to president, 
and H. Clay Me 
Elhone to senior 
vice president, was 
announced by the 
directors of Lamb 
Kleetrie Co. War- 
ren F. Fryburg, 
formerly with Black & Decker Mfg. Co., 


Richard J. Lamb 


and with Lamb Electrie since 1930, re- 


tired as vice president and general man- 
ager. Mr. Lamb was president since 


Clyde F. Curtis H. Clay McElhone 


1930. Mr. Curtis was assistant to the 
president since joining Lamb Electric 
in 1953. Mr. McElhone came to Lamb 
Electric in 1945 as assistant to the vice 
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complete Printing 
| a Folding department 


RETAIL 





(Plus $4.50 Fed. Tax) 


$75 
New Print-O-Matic Model 5-A Rotary an tt 
<}' Stencil Duplicator (Mimeograph) atone 


(A a. Twin-Pokt’ Stencils 
eg \ : 
J » 


RETAIL 


*120” 


(Plus $7.20 Fed. Tax) 
The first manvally 
operated folder 
with fully 
automotic feed! 





1 
| 
i 


A full-size duplicator. Priced amazingly low! Hand- 
somely designed. Ruggedly constructed. Compact. 
Portable. Model 5-A has features found only on 


machines costing twice the price and more. New, Improved Fold-0-Matic FH-2 


FEATURING “NEVER FAIL” Desk Model Folding Machine 
AUTOMATIC ROLLER RELEASE The only Folding Machine in the world that features: © The New, 


@ “INSIDE INKING” puts ink exoctly where needed Patented Paper Feed and Separator Cap. GUARANTEED 1-2-3 or 4 
COVERED CYLINDER protects agoinst dirt sheets at a time feeding. Feeds stapled sheets fully automatic. 
TOGGLE ACTION, poper jogging side guides — 0 


© New Automatic Stacking Tray — Compact, sturdy. Handles any 
Print-O Matic exclusive 


average folding job. Priced low enough for any office or business. 


PRINTS from post-card to legal size Quickly pays for itself. Eliminates expensive hand folding. 


MICRO-SET PAPER STRIPPERS 
SNAP-ON FEFD ARM — a Print-O-Matic exclusive @ FOLDS 120 Sheets per minute! © 8 basic folds — takes paper up to 814" x 14” 
100% AUTOMATIC FEED with (FRONT PAPER GUIDE) @ Anyone con operate it © Weighs only 30 Ibs. SIZE: 18” x 24” x 12” 
insures occyrote register © Folds and creases for No. 6 envelope in one operation 


A COMPLETE MAILING DEPARTMENT-BOTH . . FOR ONLY 195” 


DEALERS: Here is a constructive, profitable sales plan. This combination of Mimeograph and Folding Machine 
CONSUMER: You need these sensationally efficient is the most comprehensive office equipment value 
and low priced labor saving office machines. ever offered. See either or both now! 


DEALERS: WRITE TODAY for details of our Point-of-Sale Demonstrator Offer! 


NEW ADDRESS—FACTORY & OFFICES 
PRINT-O-MATIC CO., INC. 


724 W. Washington Bivd., Chicago 6, Ill 
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No streaks: 


—-with FLAGSHIP 





\\ ¥ 





Streaks (roiler marks) have been voted the most baffling problem in getting out 
perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 


Now, with Flagship's newest metallic-back carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks ore out! Clean, perfect copies of brilliant color strength and fine 
erasabutity are in — for good — with Flagship. 


And Flagship can be counted on to lead the race for a genuinely better carbon 
paper that will give more satisfaction to more customers. If you are not getting 
results with ‘the line you have always bought" Flagship may be your answer. 


Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSHIP is curl-proof, with smudgeless erasures. The 


metallic back makes it easier to handle, wear longer and give sharp, 
permanent copies. Meets the needs of more people, with fewer 
weights and writing strengths. 


ALLUE DB. carson and RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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president and general manager. In 1947 
he was elected vice president in charge 
of sales. Other officers of Lamb Elec- 
tric Co. are Walter H. Poesse and Milton 
H. Spielman, who continue as vice presi- 
dents on a consultant basis; Howard F. 
Doll, plant manager; Robert G. Burns, 
treasurer; Francis H. Gerlach, manager, 
engineering department; Arthur E. Nash, 
secretary. 


For Gilbert in East 

Gilbert Paper Co. 
of Menasha, Wis., 
announced the ap- 
pointment of Ran- 
dall H. Decker Jr., 
as representative 
covering the east- 
ern territory. Mr. 
Decker was form- 
erly with Schuy] 
kill Paper Co., 
Philadelphia as 
manager of its Wilmington branch. He 
also had been with A. Har- 
tung, also of Philadelphia and Mead Sales 
Co. Mr. Decker will make his headquar- 
ters at the Gilbert eastern office, 501 
Fifth Ave., New York. 


‘tee. 


Randall H. Decker Jr. 


associated 


Copease West Coast Manager 
Donald M. Weston Jr. named 
west coast manager of Copease Corp, it 
was announced by C. E. Hallenborg, 
president. Mr. Weston will be responsible 
for sales and distribution of Copease pho- 


was 


tocopying machines in all western states. 


Over 3000 types of 
pencils are made in 
this new plant of 
American Pencil Co. 
in Lewisburg, Tenn., 
according to Richard 
Lewisohn Jr., presi- 
dent. Their Venus 
collodial process 
leads are made in 


Hoboken, N.J. 
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The company’s western headquarters are 
at 3563 Wilshire Blvd., Los Angeles. 
Mr. Weston was formerly with the New 
York office of Copease and has had wide 
experience in photographic paper and 
photocopying work. 


M-B-P Sales Manager 


EK. J. Emeny, general manager of Mil- 
ler-Bryant-Pierece, announced the ap- 
pointment of Lloyd W. Zaiser as sales 
manager, succeeding Harry M. Park 
who passed away in July. Mr. Zaiser 
began his career with Miller-Bryant- 
Pierce in 1926 as a salesman, and has 
been assistant sales manager for the 
past several years. In his new position 
he will direct all sales activities of the 
company’s extensive branch organization. 


NBFA Officers 


The follewing of- 
ficers were elected 
at the annual 
ference of National 
Business Forms As- 
Dan Me- 
Kay, president; 
Roy Harris, vice 
president; F. J. 
Ring, secretary 
treasurer. The in- 
coming president 
appointed the following directors: Fred 
Ferguson, Gene Fireoved, Jack Harris, 
Ray Arnell, Bob Stratton and Chas. 
Tingle. It was agreed to prepare a diree 
tory of specific manufacturers 


con- 


sociates: 


Dan McKay 


’ specifica 





Get 20% more filing 
Space per Drawer with 
NORTHWEST "Vv" 
EXPANDING FILES 


Yes sir, 4 Northwest 
be aid expanding file 
drawers have the equi- 
valent in ‘'work- 

| able capacity" 

| of 5 conven- 
tional fies with 

| rigid fronts. 


Letters can be 
easily removed 
—and replaced without 
touching the followers. 
Drawer contents are 
tightly compressed 
when drawer front is 
LEANS ... Typewriters, * swung closed. File 
Billing Machines, Addressing | clerks everywhere like 
Machines, Addressing Plates, | them, for they're time- 
Marking Devicesand many | | savers and reduce fil- 
ing fatigue. Made in 2, 
3, 4 «nd 5 drawer mocels. Write for complete 
details. IMMEDIATE DELIVERY. 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 


TYPEWRITERS 
ALL LVN G 


SS Ga 
f} a= ban 
NG, . 


sistas a 
@. TS ~ 


Save time! Cut . ——egs i 
Costs! Better Work! . SS Sits 
Try 10 days FREE! . 7” 


Runs full length 
solids without 


REGALRITE BRAND 
RIBBONS AND CARBONS 


” e 
ohana THE UTMOST IN QUALITY 
END ink dlstribution headaches NOW! Attach THE LOWEST IN PRICES 
drilling. Try 10 days FREE! Write tor details Proven—Best hy Test—Best for Less 
Stating model Multilith or Davidson you have! : 
LITHO ENGINEERING & RESEARCH 


a 
3237 Eostlake Ave. Seattle 2, Wash. REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 
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Exhibit of Heyer 
Corp. at the NSOEA 
Convention where 
dealers participated 
in the demonstration 
by operating the 
new Conqueror 
Model 76 automatic 
electric spirit dupli- 
cator. 


tions to aid members’ sales staffs. F. J. 
Ring was presented with the Biehle 
Award, given in honor of Stacy Bolger. 


Nekoosa Contest Winners 


The first Nekoosa Bond national let 
terhead contest, carrying an approximate 
$14,000 prize list, ended with a total of 
236 cash prizes awarded to 187 printers 
from to There were more 
than 800 entries. Winner of the national 
first prize 


coast eoast. 


was a complete stationery 


plan produced 
for Ehret Engraving Co., Denver. 
job ineluded letterhead, 
statement forms, labels and envelopes. 
Duplicate prize went to the merchant 
salesmen who supplied the printer, Her 
man 8. Brown, Butler Paper Co. Second 
prize to Famous Artists 
Painting Westport, Conn., for 
<8 letterhead, William M. Crouch, Equity 
Paper Co., Bridgeport, was the merchant 
salesman, 
nial 


by L. W. Obenchain & Co. 
The 


invoicing and 


was awarded 


Course, 


Third prize went to Centen 


Press, Indianapolis, which entered 


‘““Paper Punches Every Office Needs!”’ 


in ay 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 





brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44" on cen- 
ters, 4" from back binding 
edge standard spacing 
11” x 8'4" sheets. 





4 /, 
toute Bx: J 
PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


\ WESTERN REP.— HARRY HENKEL ASSOC,, 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 60 cent list. 


MODEL 100... Punches \" 
hole, '4" from binding edge. 


J 





1355 MARKET ST., SAN FRANCISCO 
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PROFESSIONAL 
QUALITY RUNS 


We gees eG 
office forms 


MAXIMUM SHARPNESS 
and clarity of copy 


MINIMUM PENETRATION & OFFSET 
< 


No price premium 

for premium quality! 

@ Finest quality homogenized oil 
base ink. 

@ Laboratory controlled for use in 
any climate, on open or closed 
cylinders. 

@ Will not destroy stencils, clog 
cylinder or pad. 

@ Sold in pound or half-pound. 
cans. 

Write today for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N HALSTED $7 


CHICAGO 22, ILL 





its letterhead. 
John T. 


Merchant salesman was 


Hartman, Century Paper Co. 


Rex-O-Graph Sales Executive 


Harvey F. Ludwig, president of Rex-O 
Graph, Ine., announced the appointment 
of Eddy C. Talbert as sales-executive as 
sistant. Mr. Talbert has had vast ex- 
perience in the field of fluid duplicating 
equipment and back 


supplies, with a 


ground of many years. He will work pri- 
marily on national sales and with field 
representatives and will operate out of 


Chicago. 


Telecomputing Executive 

Telee 
puting 
bank, Calif., manu- 
facturer of elec 


oOo m 
Corp., Bur 


tronic equipment, 
announced the ap 
pointment of 
Joseph A. 


regional sales man 


ager for their new ee 


Resea as 


eastern office cover- 


; Joseph A. Resca 
ing the 


New Eng 

land, eastern and south eastern states. 
Opening the eastern office at 589 Fifth 
Ave., New York, is part of Telecomput- 
ing’s program of expansion to meet the 
demand for the Point O’ Sale recorder 


ei. 


At the ground breaking for the 50,000 sa. ft. 
plant of Telecomputing Corp. in North Holly- 
wood, Calif. L. to r.: Herbert G. Ayers, vice 
president in charge of marketing; Ward W. 
Beman, president; Honorary Mayor Elyse Knox; 
Holly B. Dickinson, vice president in charge of 
administration; J. W. Bernard and R. McKee 
of William J. Moran Co., contractor. 
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_.this time it’s Twrans! 


NEW MORRIS 
double 
SAFE-T-SET 


won't spill—can’t leak 


it’s Puddle-Proof! 


The ultimate in writing convenience — 
the new Morris Safe-T-Set with the 
exclusive Morris Safety Feature. Tip it 
... Tilt it...Turn it upside down. Won't 
LEAK. Can’t SPILL. It’s PUDDLE-PROOF! 
Ideal for the busy executive who desires 
two styles of pen points or two colors of 
ink. The Morris Safe-T-Set has the pen 
with a point in your favor—a Morris 
hard-tip point. A point to suit your indi- 
vidual writing style. The finest desk set 
at ANY price. WRITING’S BELIEVING. 


PUDDLE-PROOF (See your stationer 
or office supplier today.) 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 








ENGINEERED FOR THE REQUIREMENTS 


OF BUSINESS 


MACHINE SERVICE 


ble- 
A Lamb Electric Motor is your assurance of long, trou 


operation 
esc go specially eng} 
thereby providing exac 
requirements 
highest manuic 
years of experien 


The Lamb Electric 


(2) it is buil 


hines because Mm the 
for the application, 
nd electrical 


t of quality materials to the 


facturing standards (3) it represents 38 
ce in the small motor field. 


Company ° Kent, 


Ohio 


In Canada: Lamb Electric — Division of 


Sangamo Compan 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 
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y Utd. — Leaside, Ont. 


MOTORS 





THE MODERN 
WAY TO TALLY 


MULTI-COUNTES 
Items sold, inven- 

tories, payroll 
count anything In 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which last 
for years. Write 
for literature and 
prices, 


Made with any 
number of counters 
MULTI-COUNTER MFG. CO. 

401 Broadway, New York 13, N. Y. 





CLIPLESS 


NEVER EMPTY ~- NO CLIPS TO BUY! 


All you do is punch down 
firmly and — PRESTO — papers 
are securely held together 
Pays for itself rapidly 


LANSDALE PRODUCTS CORP. 
BOX 568 LANSDALE, PA. 


DEALERS 
INQUIRIES 
INVITED 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


< Insist on a 
ms “Futuristic” 
5-Star Platen 
for 
, Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 














NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST MT. PROSPECT, ILL 


for unit inventory control. Formerly 
with IBM, Mr. with the 


Telecomputing Corp. over five years and 


tescan has been 
was in an executive sales position. 


Eastern Advances Executives 

T. Richard Probst, vice president and 
manager of mills for Eastern Corp., an 
nounced appointment of J. G. L. ‘‘Tom’’ 
Caulfield to technical director and John 
C. Condon to purchasing agent and traf 
fic manager. Mr. Caulfield will 
the post vacated by Clifford Patch who 
has reached retirement age and will de 
for the 
in the technical service department work 


assume 


vote his time next few months 
ing on special problems. Mr. Condon re 
places 8. T. Sturtevant who has reached 
retirement age but who will remain with 
Eastern a few months to give the com 


pany the benefit of his long experience. 


Royal Appointments 

J. D. Farr, sales manager, Office Type- 
writer and Supplies Department, Royal 
Typewriter Co. announced four appoint 
ments within the organization. J. 
K. Davies, formerly district manager at 
Tacoma, heads operations at Burbank, 
ant. <2. A; typewriter 
salesman at Seattle, fills the vacancy at 


sales 


Etue, formerly 


Tacoma. ‘To fill the vacancy created by 


officials with the new Royal 

Electric. L. to r.: J. D. Farr, office machine 

sales manager; David B. Starrett, vice presi- 

dent; Allan A. Ryan, chairman of the board; 
Philip M. Zenner, president. 


Royal McBee 
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the untimely death of H. ¢ 

trict manager of Columbia, S. 
pany selected H. F, 
district manager of 
Farr, formerly typewriter salesman at 
Atlanta, Madden as dis 
trict manager at Birmingham. 

W. H. Beckwith, portable man 
ager, Royal Typewriter Co., announced 
the appointment of G. B. White to con 
tact portable Northern 
Georgia, Northern Alabama and Southern 
Tennessee. Mr. White is headquartered 
at 342 Peachtree St., N.E., Atlanta 3. 


sishop, dis 
C., the com- 
Madden, formerly 
Birmingham. D. K. 


succeeds Mr. 


sales 


dealers in 


Rotary Forms Council 


Homer EF. Woehrmyer, 
Woehrmyer Printing Co., 
elected president of the 
Couneil at its 
Also elected 
Printing Co., 


president of 
Denver, 
Rotary 
annual conference. 
Walter Heer, Heer 
Ohio, vice-presi- 
Cornelius Print- 
Indianapolis, treasurer; Vaughn 
Utah Banknote Co., Salt Lake 


was 
Forms 
3-day 
were 

Columbus, 
dent; Philip Cornelius, 
ing Co., 
Young, 


ROLL LABELS 
NECLITOLLE 


250 


Perforated 
Gummed, Scored 


LABELS 


in each Roll 


For File Folders 
and many other 
Labeling Uses 


A roll is fed into the machine like any sheet of 
paper, labels needed are typed in double- 
quick time and the rest ~_ in the box. Each 
label is 3 13/16" x 15/16" 


9 COLORS—Salmon, Blue, Orange, Manila 
Green, Pink, White, Canary, Buff 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1468 
160! Duane Bivd., Kankakee, Ill. 
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Meet ALL requirements 
of ALL typewriters 


Mo R f 


e IRBGY Pp 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


. Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 


. Cuts Dealer Carbon Paper Inventory 

. Slashes Investment in Stock 

. Simplifies Purchase for Dealer and Customer 
. Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear 
TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL will not curl or wrinkle 
under any conditions—it's plastic backed. 


Dealers can increase carbon paper profits, cut their 
costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 
*Dealer Average 


L. A. PHILLIPS, President 


Dhilins SS = 


PROCESS 192 MILL ST 





ROCHESTER 14. NY 





E-Z SORT SYSTEMS 
save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 


Payroll 
Purchasing 
Manufacturing 
Inventory 
Sales 
Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Collif. 


Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 


City, secretary; and T. S. Sullenberger, 
Standard Printing Co., Amarillo, Texas, 
The Rotary Council 
is made up of independent, locally- 
owned business forms specialists. Dele- 
gates from 15 printing plants attended 
the meeting. Following a tour of the 
Woehrmyer plant, a new Speed-A-Link 
continuous form developed by Woehr 
myer was unveiled. This permits the 
manufacture of continuous one-time car 
forms with features 
added. A 30-minute color movie, ‘‘ Profit 
With a Snap,’’ was The 1955 
will be at Indianapolis. 


counsellor. Forms 


bon several new 
shown. 


convention 


Bohlin’s 25th Anniversary 


On Sept. 30, Eberhard Faber Pencil Co. 
was happy to celebrate the 25th anni- 
versary of Erie Q. Bohlin, their vice- 
president in charge of production. Mr. 
Bohlin started in 1929 in merchandising 
and from there went to the superinten 
dent’s office. He became assistant super 
intendent in 1940 and in 1949 was made 
general superintendent and 
In 1950 he became vice presi- 


assistant 
secretary. 
dent in charge of production and in 1953, 
a director of the company. He has con 
sistently quality and his 
knowledge of machinery and factory pro 
well as the 
field, has made him an invaluable asset 
to the company. 


demanded 


cedures, as merchandising 


Boris (Bob) Yavitz, newly appointed plant 
manager of Old Town Corp., is shown being 
congratulated by Borden R. Putnam (left), 
vice president and treasurer, as Dr. A. N. 
DiMino, technical director, looks on. 
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SCHWAB’S NEW 
FIRE AND BURGLAR 
RESISTING WALL SAFE 


(aT 
“ee oY 





The Schwab Certified Label at- ~ 

tached to the door of each safe is your 

Customer's guarantee that this wall safe 

has been furnace tested for one hour fire 

protection, at 1700° temperature, 

Dimensions: wid High Length 
44 103% + hd 


6 ! 
Finish Smooth oun Shipp’ ng weight-, 502 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 








vy SPECIAL OFFER! 3x 


Two Leading German 

Office Equipment 

Journals, at reduced 
combination rate! 


**BUEROMARKT' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 


‘DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combined only $11.00 


Annually 
Postfree 


These vital Trade Jour- 
nals keep you up-to- 
date with the German — European Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 
136 Liberty St. . New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN 


Aachen, Germany 


If you’re 

looking for 

Uy pewriter key tope<... 
* YOU CAN STOP LOOKING. 

We manufacture a 
large assortment of plastic, 
precision-engineered 
keytops to fit almost any 
machine ever made. They’re 
non-flammable and easy 
to install. Write or phone for 


our new catalogue. 
8 / 
PEARL ENGRAVING CORP. 

36-40 WEST 29TH STREET, N. Y. 1 
MURRAY HILL 6-1898 


FOLD 7500 to 12,000 LETTERS 


an hour! 


BANCROFT Jr.” 


ELECTRICALLY OPERATED, 
HAND FED FOLDING MACHINE 


Portable 


© Easy to set and operate 


® 20 times faster than hand 
folding 


© Quiet, efficient motor 


Adjusts quickly 
to all popular 
folds: single, 
double, letter, 
wallet, accordion 
2 


Takes sheets up | ® Low cost 


te 10" * 15” | © Satisfaction gucranteed 


Portable—only 


28” x 16” x 12” Order or write for More Details 














Dealer Inquiries Invited 


CENTRAL PRINTING MACHINERY CO. 


Dept. O., 3622-24 W. Chicago Ave. 
CHICAGO 51, ILL. 
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IT’S VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, Ill 








ADDING 
MACHINE 
son, $1.75 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex 
pensive machines. Ideal for business record 
keeping, inventory work, payroll figuring, 
billing, checking receipts, et¢ 
OUTSTANDING ADYANTAGES 

Adds, subtracts, multiplies by direct a 
ion © Easy, speedy operation; instant 
lial clearance ¢ 8-column capacity; totals 
always visible e¢~° Guaranteed satisfaction 
or money back 


See your office appliance dealer, 
stationer, or write — 


Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street © Chicago 6, IIlinois 








RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 





AUTOCOPY 


Cleansing Cream 
Hectograph, mimeo and dupli- 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 oz, tubes, '/2 Ib. 
jars, | Ib. cans or jars. 
Dealers write for com- 
plete catalog! 


AUTOCOPY, INCORPORATED 
12150 South Peoria St., Chicago 43, Illinois 
150 West 26th Street, New York 1, N. Y. 








FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 16, D.C. 








SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


Name of Company: 


Address 
City & State: 
Name & Title: 
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BFI Announces Projects 


Institute, at its fall 
outing meeting, decided to 


Business Forms 
make a sur 
vey of its members’ labor hours per 100 
sq. ins. of composition to permit member 
their 


Another press inventory survey 


companies to compare efficieney. 
will be 
undertaken as of Dec. 31 to indicate the 
number of rotary presses of each size in 
group. <A will 


review the entire BFL industrial relations 


each product committee 
program with special attention to job de 
benefits. 
will be held Feb. 


The an 
10-11 in 


scriptions and fringe 
meeting 


York. 


nual 
New 


Smith-Corona Promotions 


as B. MeCormick, 
Smith-Corona 


vice president, 
Inc., announced the pro 
Milton L. Watson to 
manager of the Portable Typewriter Di 


Harold Dash 


ancther 


sales 


motion of 


vision, He succeeds who 
resigned Aug. 31 to enter 


of work. Mr. Watson 
by the company in 


line 


was first em- 


ployed 1934 as a 


retail salesman in the Syracuse branch 
1941 was made a home office 
After service with 
the Army he returned as field represen 
tative. 


office and in 
field representative, 


In 1952 he was appointed sales 
manager of the Adding Machine Division 
and held that position until this appoint 
ment. 

named sales 
manager of the Adding Machine Division. 


kmerson J. Lewis was 
Mr. Lewis served for some time as a spe 
cinl merchandise representative for Sears, 
Roebuck & Co. In 1939 he came to Smith- 
Corona as a field representative to promote 
the sale of portable typewriters. Afte 
service with the Army he was appointed 
field 
the Columbus, Ohio, branch of 
that until 


ai home oftice 
1946, at 
and 
this promotion, 


representative in 


fice, served in caprcity 


Burroughs Computer Section 


Establishment of a new Computer 
Section within the Special Machines De- 
partment, Burroughs was an- 


nounced by M. E. Mengel, director of 


Corp., 








FOR LUNCHROOMS Meany styles 


AND CAFETERIAS 


and prices on different types. 


never become obsolete. 








| CHANGEABLE SIGNS » jgeroemer ne 


and 
available with open face 
or glass door. Removable 
backboards for easy changing. Write for catalog 


We make every kind of changeable signs, direc- 
tories, bulletin boards and name plates for desk, 
wall or floor mounting. Acme Changeable Signs 


ACME BULLETIN & DIRECTORY BOARD CORP. 
37 East 12th St., New York 3, N. Y. 


FOUNTAIN SANDWICHES 


BANANA SPLIT HAM 
MALTED MILK 1 EGG 

FRENCH SODA BACON 

ICE CREAM SODA CHEESE 

PECAN SUNDAE TUNA FISH 

NABISCO SUNDAE HAMBURGER 

PEACH PARFAIT ROAST BEEF by | 
FUDGE FRAPPE CREAM CHEESE 0f 
FRUIT ORANGEADE 10 PEANUT BUTTER 108 
PINEAPPLE SODA 109% LETTUCE & TOMATO | 


sizes 


CHOCOL ATE 10 





Bb 








- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“7“e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 

Easy to Climb. 
Mounted on Swivel Brake 
der te be roiled 
no one is on it. 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


rices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, 3 











WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by Eomperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, indiana 








“SLIP-ON” LABEL HOLDER 


A LABEL HOLDER BANDER 





$O-! For I"' Ring Books, 25c ea. 

$O-2 For 2" Ring Books, 35c ea. 
$O-I'/, For 1'/2"" Ring Books, 30c ea. 

OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


Jewierry Engraving Lo. 


STREET - BIRMINGHAM 5, ALABAMA 


80) SU. 20 


product First task of the 
new section, he said, will be initial sales 
and service of their E101 desk-size elec- 
tronic computer. Frank W. Ladwig, a 
former Burroughs zone sales manager 
in Boston, has been named manager of 
the section. Joseph Chedaker, formerly 
a research engineer with Burroughs Elee 
tronic Instruments Division, Philadel 
phia, has been appointed service man- 
ager. Headquarters will be at Bur- 
roughs Research Center, Paoli, Pa. 


planning. 


Heads Friden Research 


Dunstan 8, Gross, 
factory manage! 
for Friden Caleulat 
ing Machine Co, 
since 1944, has been 
given the additional 
responsibility of 
heading Friden re- 
search and develop 
ment, according to 
Walter S. Johnson, 
president. John L. 
Moody, veteran member of the depart 
ment, will assist Mr. Gross in all matters 
pertaining to research and development, 
Mr. Johnson said that expansion of all 
engineering and manufacturing phases of 
Friden production, 
made it necessary 
head the entire operation. 


Dunstan S. Gross 


including research, 


to assign a man to 


As Seattle branch manager, Sam Zimring 

received the President's Cup from A. F. Bake- 

well vice president, Victor Adding Machine 

Co. It was third time Seattle won sales prize. 

Kurt Vasen, western sales manager, is at right. 

Mr. Zimring was promoted to San Francisco 
branch manager. 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


Prom $3450 
7 $6600 


FEATURES: 


@ 3° diameter casters 
prevent tip overs 


@ Drop leaf interchangeable 


@ Solid steel frame 
’ 


/ 


construction 
@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 


ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
uneven floors. 


GENERAL SPECIFICATIONS Always rigid. 


Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/," : a 
between casters. Top 18" x 18", Write WLLL, f Yeu 


drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer - lan 


=“) TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 















Substantially Reduces 


NOISE 
of Keyboard Graphotypes 





SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 














[ PAYMASTER 











PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘"Outiook"’ Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

oo personne! relations. 

end us check you now use and we will submit 
sample Paycheck ‘‘Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., fst.1902 


Origineters ef “Outlook” Invelopes 
ww Bivd Ch ’ 





Don’t drop 
that screw! 


Hold it with an 
H.J.J. Serew- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ATT 
WwTITTTTTitititiiti tie 





ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 





Send for our 
/ special price 
list today. 





INTERNATIONAL OFFICE APPLIANCES, INC. 
326 Broadway, N.Y.7,N.Y. HAnover 2-6700 
Cable ‘‘ADDBOOKAL"’ 
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¢ non mes 2 
Se Bee 


A. B. Dick District Managers 


Appointment of Walter Bibby 


and | 


William Carter as district sales managers | 


B. Dick Co. Mr. 
Bibby, with headquarters in Minneapolis, 
will cover Minnesota, North and South 
Dakota, and Northern Iowa. Carter will 
in Oklahoma, Missouri, 
and parts of Kansas from his headquar- 
ters in Tulsa. Both men were special 
representatives. 


was announced by A, 


supervise sales 


sales 


NOMDA to Give Sholes Plaque 





The board of directors of National Of- | 


fice Machine Dealers 


Assn. has voted to | 


underwrite the cost of erecting a Sholes | 


Plaque in Milwaukee to commemorate the 
invention of the typewriter. The Milwau 
kee County Historical Society expressed a 
desire for such a marker to designate the 


spot where the original invention and de- | 


velopment took place. 
of the to place 
sponsors tablets, 


society 
its 


no names 


on the association 


As it is the policy | 
of | 


will receive no formal eredit. The plaque | 


will be of east aluminum, 3 x 2 


ft., | 
mounted on a 10 ft. post at 318 W. State | 
St. A building is being erected to house | 


INKED RIBBONS 


Milwaukee’s collection of oldtime writ- | 


ing machines. 


Marketing Data 


The Office of Distribution, 
and Defense Services Administration, 
the conversion of their 
monthly publieation, the ‘‘ Distribution 
Data to a subscription 
commencing with the October issue. The 


announced 


Guide,’’ basis 
guide lists brief annotations of seleeted 
recent publications and reports, govern- 
and containing 
basic information and statisties for mar- 
ket 


motion, advertising and allied subjects 


ment non-government, 


research, merchandising, sales pro- 


of interest to those engaged in the dis- 
tribution of goods or services. A year’s 
subseription (12 monthly issues and two 
cumulative subject indexes) is $2 domes- 
tic and $2.50 foreign from Supt. of Docu- 
ments, Government Printing Office, 
Washington 25, D. C, 
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Business | 


For: TYPEWRITERS ® TABULATING & 
BOOKKEEPING MACHINES ® ADDING 
MACHINES @ ADDRESSOGRAPHS 


Office work runs smoother when 
| Codo Carbons, Ribbons and Hee- 
_ tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 


ness to specify CODO. 


| i ee CORP. 


Factory: CORAOPOLIS, PA. 

401 Wood Street, Pittsburgh 22, Pa, 
40 E. 40th St. 564 W. Monroe $?. 
New York 16, N. Y. Chicago 6, Ill. 


PEP RAAT POOL 


a ° Soe rt asig tHe oe one etn 





te trap gte ss 


-AD VERTIS ERS ° 





Acco Products, Inc. 206 
Acme Adding Machine Service & Sales Corp. 201 
Acme Bulletin & Directory Board Corp. 227 
Addo Machine Co. 49 
Alien Business Machines, Inc., R. C. 13, 14, 15, 16 
Alliance Rubber Co. .. 173 
Allied Carbon & Ribbon Mfg. Corp. 

Allied Litho Supply Co. 

Ali-Rite Pen, Inc. 

Alma Office Machine Corp. 

Alum-O-Lith, Inc. 

Amberg File & Index Co. 

American Dictating Machine Co. 

American Lithofold Corp. 

American Numbering Machine Co. 

American Writing Paper Corp. 

Ames Supply Co. 

Arnot-Jamestown Div. 

Art Steel Co., Inc. 

Atlas “re Files b Corp. 

Aurora S.p.A. .. 

Autocopy, Inc. 

Automatic Electric Sales Corp. 


Bankers Box Co. 

Basten, Peter 

Bates Mfg. Co. 

Bohn Duplicator Corp. 
Borroughs Mfg. Co. 
Bostitch, Inc. 

Brunsviga Maschinenwerke, 
Bud Type Cleaner Co. 
Burroughs Corp 


A. 6. 


Cadmus, Wesley S. 

Can-Pro Corp. 

Cel-U-Dex Corp. 

Central Printing Machinery Co. 

Challenge Machinery Co. . 

Codo Mfg. Corp. 

Colonial Carbon Co. 

Columbia Envelope Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Div., Felt & Tarrant Mfg. Co. 
Consolidated Office Supply Co. 

Copease Corp. 

Copy-Craft, Inc. 

Corry- Jamestown Mfg. Corp. 

Cotterman, |. D. 

Coxhead Corp., Ralph C 
Cramer Posture Chair Co 


Dewberry mopraetog Co. 
Dick Co., A. 8B. 
Dictaphone Corp. 


Dieh!|, G.m.b.H., Heinrich 
Ditto, Inc. 

Dolin Metal Products, Inc. 
Doyle Co., J. E. 
Dupli-Typer Co 


Eagle Pencil Co. 

Eastern Corp 

Elliott P+ ola Machine Co 
Esleeck Mfg. Co. 

Evans Specialty Co. 

E-Z Sort Systems, Ltd 


232 


Faber-Castell Pencil Co., 
Fecit, Inc. . 

Federal Cash Register Co. 
Fisher Pen Co. 

Force & Co., Wm. A. 
Frankel Mfg. Co. 

Friden Calculating Machine Co. 


A. W 


Gates Associates 

Geiss-America 

General ene | Corp. 

General Multi Forms Sales Co. 
General Office Equipment Corp. 
Gestetner Duplicator Corp. 

Giobe- ee Co. 

Gonco Mfg 

Goodyear Frinting & Stationery Co. 


Haida Engineering Co. 
Haloid Co. 
Harding Co., Milo 
Hearthside Industries 
Hermetite Corp. 
Heyer Corp. 

H. J. J. Co. 
Hush-A-Phone Corp 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. .. 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Cash Register & Parts Co. 
Invernational Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 
Jiffi Sales Co. 


Kee-Lox Mfg. Co. 
Kellogg Switchboard & Supply Co. 
Kohihaas Co. 


Lamb Electric Co. 

Lansdale Products Corp. 
Legge Co., Inc., Walter G. 
Letterex Corp. 

Litho Engineering & Research 


Manpower, Inc. 

Marchant Calculators, Inc. 
Maso Steel Products 

McBee Co. 

Meilink Steel Safe Co. 

Mendes Corp., J. Curry 
Metalcraft, Inc. 

Minnesota ary & Mfg. Co. 
Mirsa Co. of us, 

Modern “Be tha Forms Mfg. Co. 
Moller Products Corp. 

Monroe Calculating Machine Co. 
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Moore Business Forms, Inc. 128, 129 
Moore, Inc., . 
Morris Co., Bert M. 


Multi-Counter Mfg. Co. 


National Blank Book Co. 
National Cash Register Co. 
National Vulcanized Fibre Co. 
Neenah Paper Co 

Nekoosa- ge og Paper Co. 
Nettle voy tg 

Neubauer Mfg. C 

New England Rapes Punch Co. 
Newport News Forms Co. 
Norta Distributing Co. . 
Northwest Metal Products Co. 


Office Products, Inc. 

Office Publications Co. 233 
Old Town Corp 5! 
Olivetti Corp. of America 116 
Outlook Envelope Co. 230 
Ozalid, Div. of General Aniline & Film Corp 26 


Parsons Paper Co. 

Paterson Parchment Paper Co. 
Pearl Engraving Corp. 
Peerless Imperial Co. 

Pelouze Mfg. Co 

Phillips Process Co. 
Photostat Corp. 

Pitney-Bowes, Inc. 

Plastic Binding Corp. 
Plymouth Rubber Co. 

Posting Equipment Corp. . 
Pres-To-Line Corp. of America 
Print-O-Matic Co. 

Pronto File Corp. 

Punched Card Publishing Co. 


144, 145 
. 

Radiant Color Co. 

Rapid Roller Co. 

Regal Typewriter Co. 

Regna Cash Registers, 

Reliable Typewriter & Adding Machine Co. 

Remington Rand Inc. 

Replica Products Corp. 

Rex-O-Graph, Inc. .. 

Rex-Rotary Distributing Corp. 

Rite-Line Corp. 

Rittenhouse Paper Co. 

Roberts Rubber Co., Weldon 

Robertson Photo-Mechanix, Inc. 

Rogersnap Business Forms 

Rol-Dex Division . 

Rose Ribbon & Carbon Mfg. Co. 

Royal Typewriter Co. 


Facing 134, 135 
54 
218 
Inc. ol, 143 
226 
30, 31 
180 
179 


Sane Mfg. Co., B. 

Saunders Mfg. Co. 

Schlegel Mfg. Co. 

Schwab Safe Co. 

Scribe Corp. 

Security Steel Equipment Corp. 
Shaw-Walker Co 

Shipman-Ward Mfg. Co 
Shredmaster Corp. 

Simplex Specialty Co. 

S-K Forms Co. 
Smead Mfg. Co. 
Smith-Corona, Inc. 
Sotfe & Associates, 
Speed-O-Print Corp. 


B. Franklin 


THe Orrice—November, 1954 


Spot Carbon Products 
Standard Printing Co 
Staplex Co. . 

Stile-Craft Manufacturers, 
Storms Co., 

Stow & Davis Furniture Co. 
Strickler, Carl E. 


Inc. 


Tab Products Co. 

Thema; Collators, Inc. 
lop Flight Products Co. 
Transface Process Co. 
Traveletter Corp. 

Tubular Specialty Mfg. Co. 


Underwood Corp 
U. S. Carbon & PRibbon Mfg. Co. 
United States Envelope Co. 


Vari-Typer, The 

Victor Adding Machine Co. 
Victor Safe & Equipment 
Vogel-Peterson Co. 


Warner, H. A. 

Watson Mfg. Co. 

Wausau Paper Mills Co. 
Weber Label . Marking Systems 
Webster Co., F. 

Wolber Duplicator & Supply Co. 
Worden Co. 


Zip-O-Riter Co. 


200 
138 
178 

27 


4 
229 


Cover IV 
197 





The December Issue of 


The Office 


will be devoted to 


Mail 
Management 


Mailing Systems 
Mailing Machines 
Mailing Equipment 
Mailing Supplies 


MANUFACTURERS of the above items 
will find the advertising pages of the 


fective! Rush copy to Office Publica- 
tions Co., 232 Madison Ave., New 
York 16. 





December issue of THE OFFICE et- 











$100 for an Idea! 


AST month it was stated on 

this page that the office equip- 

ment industry had originated 

more equipment items and de- 
veloped more new ideas than had the 
office With that idea, 
many of our readers emphatically 
did not agree. We have received let- 
ters telling us that there are many 
office executives, and office workers 
too, who are continually creating 
new systems and products and who, 
in the past, have been an active 
source of some of the best ideas for 
new office equipment and supply 
items. These letters imply that not 
only did the need arise in the office, 
but the answer was supplied there 
as well. In some instances, the idea 
was passed on to a manufacturer’s 
representative and later appeared as 
one of his new products. In other 
‘ases, or where the manufacturers 
contacted were not receptive, the 
idea was developed by the office 
itself. In the latter category there 
are many things from simple gadg- 
Some 


executive. 


ets to elaborate conceptions. 
of these office-conceived productions 
were made by the user’s own em- 
ployees, generally in their plant. 


234 


Others were produced by outside 
firms. But the dream beeame reality 
and that particular office reaped the 
benefits of its creative personnel. 
Because many of the operations 
which are necessary in any single 
office will generally recur in other 
offices somewhere in the land, it 
would be helpful to learn about the 
ingenuity of others. Therefore, we 
invite those who have conceived and 
produced something that is saving 
their management time and money 
to write us about it. Deseribe the 
operation and the piece of equip- 
ment you made to do the job. In- 
clude a photo or sketch, if possible. 
Tell something of the results 
achieved. For the best idea received 
by December 30, Tuk Orrice will 
pay $100 and publish it in our Feb- 
ruary issue. A number of runners- 
up also will be chosen for publiea- 
tion in subsequent issues and for 
these we will pay $25 each. The 
‘*best’’ idea will be chosen primarily 


on the basis of originality, compared 
to items already on the market (if 
any) to do the same job, and see- 


ondarily on the extent which we 
believe the idea may be usefal to 
others. In comparing the idea to 
a similar item on the market, the 
cost of the manufactured product 
will be considered, so an economical 
conception might win even though 
there is a similar, but more expen- 
sive, system already available. Please 
don’t send any material which you 
would want returned. THE OFFICE 
will retain no interest in the ideas 
received beyond that of publishing 
them. 


THe Orrice—November, 1954 





MAKE 120 BRIGHT COPIES A MINUTE 
-IN 1 TO 5 COLORS AT ONCE OF ANY- 
THING YOU TYPE, WRITE, OR DRAW 


* 

iM a 

® SALES LETTERS 
® BULLETINS 

* MAPS 

© PRICE SHEETS 


* MENUS 


* QUOTATIONS, 
BIDS 


* POSTCARDS 

* ESTIMATES 

* BLANK FORMS 
* SKETCHES 

* STATEMENTS 

® SPECIFICATIONS 
* GRAPHS 

* CONTRACTS 

® MUSIC SCORES 
* HOUSE ORGANS 
* NOTICES 

* RADIO SCRIPTS 
* DRAWINGS 


* EXAMINATION 
QUESTIONS 


* NEWS RELEASES 
* LESSON SHEETS 
© REPORTS 





eNO MATS! 

eNO STENCILS! 
eNO INKING! 
eNO MAKEREADY!? 


DITTO. D-I0 


LIQUID PROCESS DUPLICATOR 


with MAGIC Fingertip Copy Control for 
All-Over Brightness of Every Copy 


@ The new Ditto D-10 provides the quickest, most 
economical and most satisfactory way to make 
copies. It’s ready for instant use: your original 
writing, typed sheet or drawing is your “Master’’— 
No stencils to cut, no type to set, no inking, no 
makeready. You turn out 120 bright copies a minute, 
in one to five colors at once, on varying weights of 
paper or card, in sizes from 3 x 5 up to9 x 14 
inches in size. 


MAGIC CONTROL INSURES BRIGHT COPIES 


The sleek lines of the D-10 proclaim worthiness within. It 
has smooth, Balanced action, it has wear-and corrosion- 
resisting stainless steel parts. Magic -copy control mokes 
every copy clean-cut and bright. Sure and simple, D-10 
makes an expert of every user. Let us prove it—you 
be the judge! DITTO, Inc., 2280 West Harrison, 
Chicago 12, Ill. 

in Canada: DITTO of Canada, Ltd., Toronto, Ontario. 
in Great Britain: DITTO (Britain), Ltd., London, Eng- 
land. Dealers in principal cities throughout the world. 


FIL vemonstrarion—no OBLIGATION! 





Want to try something 


Really New! P ersonal 
Touch through TTT*... 


Really New! Diamond 
Set Margins... 


Rea'ly New! Color 
Control Keyboard 


Really New! Ing-ant 
Margin and Tab Setting 


Really New! A wide 
choice of type st yles. 


Really New! Improved Front 
Scale for Direct Reading. 


Really New! Beautiful 
Color Combination... 


@rRIPLE Te 


You can SEE...and TRY...the 


New Underwood 160 


Here it is... Underwood’s big step ahead 
in typewriter design...the New 150 that 
delights every secretary who tries it. 

You'll find this Underwood the smooth- 
est-running typewriter you’ve ever used... 
with a new touch that is individually and 
personally yours. 

Every new feature is designed to please 
you and your boss...to make your job 
easier, and his letters better. The New 
Underwood 150 has everything you’ve been 
looking for in typing comfort and efficiency. 

Ask your local Underwood Representa- 
tive (he’s listed in the Classified Directory 


in your own Office, 
on your own work 


to send a New 150 to you to try. No obliga- 
tion whatever. Phone him now. 


Underwood Corporation 
Typewriters... Adding Machines... 
Accounting Machines...Carbon Paper... Ribbons 
Punched Card Equipment... Electronic Computers 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


Underwood 


... Typewriter Leader of the World 





